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INSTRUCTOR'S GUIDE

INTRODUCTION

In early 1980, the National Institute of Education directed the
Appalachia Educational Laboratory (AEL) to conduct a Needs Assessment in
the seven states served by the Laboratory. The purpose of this assessment
was to have the people of the region identify what they feli were the most
important educationa. problems facing them today so future R & D work could
be direucted to meet those needs.

As a result of this Needs Asséssment process, AEL conducted research
and development on lifelong learning.

The Lifelong Learning Program (LLP) research was concerned with iden-
tifying those factors that facilitate and those that impede adults in
entering into and successfully completing postsecondary education programs.
It was also concerned with belping postsecondary institutions to make more
effective use of resources and create more effective conditions for
successful adult learning through development and validation of inter-
ventions designed to enhance the facilitating and moderate the effect of
the impeding factors.

Five educational development tasks form the research framework. These
tasks are: (1) making a commitment to return to school, (2) managing
learning, (3) developing occuputional competency, (4) planning for employ-
ment, and (5) becoming employed. Each task is sequential and involves the
follows.g R & D stages: context analysis, problem investigation and
specification, intervention design, pilot test and revision, field test and

product finalization, and first level of dissemination in consortium




institutions, with dissemination to other institutions in the AEL Region

and nationaily as resources permit.

The potential impact of the LLF will give adults more control over the
planning and management of their learning, help institutional staff undexr—
otand the learning process from an adult motivational point of view, and
provide intervention products and procnsses as a direct means to implement
changes.

During the first phase of the LLP a research plan was developed, public
postsecondary institutions in the AEL Region providing vocational and
technical training for adults were identified, reviewed, and surveyed with
respect to the reszearch probiem. Seven schools were visited, twu of which
were selected as research sites. An in-depth study of each of the two
research gites was made to develop background information and understanding
of each of the institutions in which subsequent R & D activities were to be
conducted.

LLP research sites were: Ashland Community College, Ashland,
Xentucky; and Southwest Virginia Community College, Richlands, Virginia.
Five additional sites were invited to form a consortium that served in a
review and advisory capacity and provided the first level of dissemination.
These sites were: Hocking Technical College, Nelsonville, Ohio; Parkers-
burg Community College, Parkersburg, West Virginia; Southern West Virginia
Community College, Logar. West Virginia; Washington Technical College,
Merietta, Ohio; and Wytheville Community College, Wytheville, Virginia.

Task #1 involved the study of adults as they formulate the commitment

to return to school. This task begins with the initial consideration of




returning to school, continues throughout the admissions process, and
concludes with being accepted and starting claases.

The basic question that guided the research and development for task
#1 was:

What factors facilitate and what factors impede adults in
making & commitment to return to 8school?

The research focusud on adults who completed, and those who did not
complete, the admissions process at each of these research sites. The
sample studied was selacted frcm the total population of adults that met
the following criteria: (1) 20 years of age or older, (2) interrupted
educational experience, (3) no prior postsecondary, and (4) enrolled in at
least two courses for five or more credit hours. The p.oblem identification
stage of R & D, focusing on the admissions process, was conducted at each
rescarch site to identify important areas to be included in the research.
Also, instrument development and interviewer training for task ¥« research
was accomplished during this phas2.

Research on identifying critical factors affecting adults in makiryg
the commitment to return to school was completed during the 1982-83 school
year and is reported in the Lifelong Learning Program Technical Report #1.
This research involved a study of adults at the Ashland and Southwest
Virginia Community Colleges.

Research findings identified 93 impeding factors and 101 facilitating

factors that were grouped ianto six cstegories as shown ir Table 1 on page 4.




Table 1

Relationship of Categories of Facilitating and Impeding Factors
Affecting Adults Making a Commitment to Return to School

Facilitating Factor Categories Lupeding Factor Categories

Employment related motivators

Financial assistance and Financial difficulties
improvement
Irstitutional information, Lack of information and services

services, and offerings

Institutional characteristics Confusion/unfamiliarity with
institutional processes

Personal motivators Apprehensions about self

Encouragement from others Handling multiple responsibilities
Time management concerns

Interventions for Changing Critical Factors

The basic question that guided the research and development of inter-

ventions for Educational Development Task #l was:

What intervention(s) can be developed and used to enhance

those factors that facilitate and to moderate the influence

of those factors that impede adults in making a commitment

to raturn to school?

This research question addresses the process of identifying, devel-
oping, and validating interventions to enhance the effect of the facili-

tating factors and moderate the effect of the impeding factors on adults in

formulating a commitment to return to school. This question was considered

at the Intervention Planning Meeting (IPM) held in July 1983 with key
representatives of the research sites, the program consultant, and AEL

project staff. The purpose of this meeting was to review the research

findings and to identify the most promising ways of assisting adults in




successfully completing task #1. As a result of this meeting, numerous
recommendations for interventions were made and special follow-up meetings
were scheduled at each research site. At these meetings: (1) the critical
factors were reviewed in order to base the final recommendations for inter-
ventions on the findings for task #1, (2) each recommendation made at the
IPM was discussed and evaluated, and (3) the recommerdations that were most
appropriate for each school were identified. The site meetings involved
two rounds of discussion. This was to allow LLP staff an opportunity to
"broker" the refinement of recommendations between both institutions to
arrive at as many interventions as possible that could and would be used by
both schools. The list of areas for the preparation of intervention
resource materials agreed upon is as follows.
‘ The Admissions Process: Administrative Handbook

Validation of Placement Tests

Toll-Free Telephone Access Number

Information Booth

Reading Level Analysis of Admissions Documents

Educational Planning Resource Center
The Admissions Process: Staff Development Handltook

Staff Training Packages:

Research Findings

Academic Advising and Counseling Staff

Adult Commitment

Educational Planning Resource Center
Admissions Office and Support Staff

The Admissions Process: Audiovisuzl Information Development Guide
Application Process
Academic Advising Process
Registration Process

RBducational Planning Course

Admissions Management Information Tracking System
‘ Instructor's Guide and Student Handbooks




Educational Planning Course

The Educational Planning Course has been designed as a pre-
matriculation experience delivered either as an independent course or
through continuing education to assist adults in building self-confidence,
exploring their ability to do well in an educational setting, and organizing
their thinking and ideas related to educational and career planning. The
target group for the course is adults who are prospective college students
and, in particular, those who are considering returning to school for addi-
tional career preparation. The course is designed to lead adults thyrough
specific activities designed to help them identify and combine self-knowledge
involving their interests, values, preferences, and aptitudes with knowledge
about educational and vocational training opportunities related to their
goals for work and career.

The product design, pilot testing, and initial revision of the course
were completed and field tested in preparation for final revision. Vali-
dation involved use of a post test evaluation design using qualltative
methodology to assess the effects of the course in producing positive
changes in the critical factors. The pilot test was accomplished through
the SVCC Continuing Education program during the spring of the 1983-84
school year and field tested through the ACC Continuing Education program
during the 1984-85 spring semester. A validation report may be found in

the LLP Final Report.
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DESCRIPTION OF COURSE

All necessary information for administering the Educational Planning
Course 1is given in this guide and includes suggestions for prepcration,
delivery, facilities, equipment, and materials needed for the course.

These materials also include occupational informationm resources, student
modules, and a series of filmstrips and cassette tapes. Therefore, special
training for teaching the course is not necessary.

Complete listings of the career and oc~upational information materials
needed as resources for the course are also provided in this guide. They
may be used in conjunction with the career resources available at the site
the course is to be taught whicl may be at a postseccndary institution, high
school, public library, or a comnunity center. A staff training package on

‘ the Educational Planning Resource Center* ig also available as part of the
series of interventions for task #1 for personnel who will teach the course.
This training package should be used to assist the imstructor in becoming
familiar with the type of resource center recommended for use with the
Educational Planning Course,

The course is designed to make use of filmstrips and published mate~-
rials previously developed by AEL for use in career planning programs at

the high school and college levels.** The course can, however, be adapted

*See The Admissions Process: Staff Development Handbook for the Staff
Training Package "Educational Planning Resource Center," Appalachia Educa-
tional Laboratory, Charleston, West Virginia, 1985.

**Thegse materials are covered by copyrights and cannot be reproduced without
. appropriate clearances.
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for use independent of these materials provided (1) adequate career and
training information is available, and (2) additional time is scheduled to
compensate for loss of the learning experiences provided by the filmstrips
and publications,

The course is designed for use with small groups, preferably 8-12
students, with a suggested maximum of 15. Although the course can be
utilized on an individual basis, this is not recommended due to the profes-
sional time involved and the importance of .mall group discussion.

The course is organized into three modules., Two provide small group
instruction and one involves individual counseling and monitoring of student
activities. The modules take students through a graduated process that
covers all necessary steps for effective educational and career planning
and decision-making. The following career development tasks constitute the
basis for the modules. The titles of each task, together with time and
method of delivery, are as follows.

Time Estimate

Major Career Development Task Delivery Method (Rough)
A. Establishing an Occupa~ Curriculum Unit 14-15 hours

tional Preference
B. Developing a Career Plan Curriculum Unit 4-5 hours
C. Preparing for Job Hunting Curriculum Unit Self study
The three student modules make up the handbooks used in “he course.
Photoready copy for reproducing the handbooks is provided in this manual

as Appendices A, B, and C.
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Student Handbook for Module A
Establishing an Occupational Praference
The first module takes students through a series of activities that
provide self-assessment of interests, aptitudes, temperaments, and compe-
tencies in relation to occupational knowledge and Worker Trait Groups
(traits and qualifications related to groups and specific occupations).
The major purpose of this module is to help students establish an occupa-
tional preference that will serve as the basis for more detailed planning
and action and wiil increase their chances of reaching long-range career
goals. Activities help students assess themselves in categories related to
work based on research completed by the Department of Labor. This involves
students developing proficiency in using concepts and language related to
work in our culture involving the following categories.
1. 1Interests in Career Areas and Worker Trait Groups.

2. Preferences for work activities and work situations
or conditions.

3. Personal aptitude levels.

4. Aptitudes related to specific occupations and job
requirements.,

5. Personal knowledge and competencies related to Worker
Trait Groups.

As a result of this nmodule, students should have a much better under-

standing of themselves in relation to the world of work.




Student Handbook for Module B
Developing a Career Plan

The second module helps students prepare a career plan that can help

them move forward in reaching their occupational goals. Steps in this
module include:

1. Reviewing and listing personal ccmpetencies and
credentials in terms of job searching.

2. Correlating personal competencies and credentials with
the Worker Trait Group Guide, the Dictionary of Occu-

pational Titles, and resources such as the Occupational
Qutlook Handbook.

3. Learning about general education, training, and exper-
ience resources.

4. Identifying training programs for personal consideration.
5. Identifying GED requirements for occupational preferences.
6. Examining personal work values. '
7. Making tentative career plans.
8. Evaluating personal career plans in making final decisions.
9. Determining further information needed.
10. Taking specific skills that will lead to occupational
goals (i.e., further education or training or prepara-
tion for job-hunting if already qualified for the
chosen occupations).
Developing a career plan plays a very important function in helping

prospective adults learn how to organize and structure alternative courses

of action and to make decisions on which alternatives are most appropriate

for them in light of their unique goals, resources and time they have

available, and their immediate and long-range goals.

A
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Student Handbook for Module C
Preparing for Job Hunting

The third module helps students organize themselves to become employed
and develops essential skills necessary for identifying potential cmployers,
negotiating & work agreement, and becoming employed. Specific skills
include:

1. Locating and using job search resources.

2. Preparing resumes.

3. Making employer contacts.

4, Writing sample letters of application.

5. Conducting empleynent interview.

7. Planning for job hunting.

By the end of the course, students have evaluated themselves and made
specific plans for either direct employment, further training, or education;
and have developed a personel and structurally relevant plan and job-hunting

skills essential for identifying and securing direct employment.
Requirements for Instructors and Program Directors

6. Assessing peréonal job-holding skills.
Continuing education directors or supervisors vesponsible for the

delivery of the Educational Planning Course need to be familiar with the

AEL LLP research findings and Admissions Model* to understand the purpose

*See The Admissions Process: Staff Development Handbook for the Staff
Training Package "Research Findings," Appalachia Educational Laboratory,
' Charleston, West Virginia, 1985,
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of promoting adult learning as part of the process they go through in
successfully returning to school. The course addresses the learning
requirements associated vith the first three steps of the admissions
process and fosters the development and/or clarification of knowledge and
value necessary for adults to become committed to optiouas for education or
in their search for employment.
Instructors of the course may be drawn from college student services
staff or career orieated faculty advisors, area high school counselors, or
others with experience in career or vocational development and who have
worked with adult learners. Since course materials are self-explanatory,
no specific training is needed to administer the'course. Several steps,
however, are imperative for instructors as necessary preparation for
teaching the course.
1. Read this guide and become familiar with the procedures,
materialg, and activities presented. Check to see that
the materials for each module listed on pages 18, 37,
and 47 are available prior to sterting the course.

2. Review and become familiar with all occ;pational resource

materials such as the Dictionary of Occupational Titles,
the Guide for Occupational Exploration, and occupational

or career resources available at the course site.

3. Review all filmstrips and training materials listed in
this guide.

4. Study and work through all three studexut modules and
the instructions for delivery; and work and completc all
of tito activities.

5. Read the Staff Training Package "Educational Planning
Resource Center" which explains how to use the ca.eer
and occupational materials in the resource center.
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Completing the above should be a condition for being accepted as an
instructor for the course. At least one compiete teaching of the course is
usually necessary before an i-structcr becomes fully competent in directing
course activities to obtain desired outcomes. It is important, therefore,
that the prog:am director encourage instructors to: (1) use this guide in
preparing for each class session; and (2) teach the course the way it is
written until the objectives and processes are understood well enough to
allow flexibility in adapting the content and process for special needs or
integrating sdditional content into the course.

It should be remembered that the Fducational Planning Course is a
means of providing adults with an opportunity to develop confidence in
their ability to learn and to clarify personal career goals and their
possible relationship to returning to school. The course should, therefore,

be viewed as an intervention to facilitate these objectives and not as a

recruiting device.
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MODULE A: ESTABLISHING AN OCCUPATIONAL PREFERENCE

Introduction

‘ The objective of this module is for the student to establish an occu-
pational preference and to understand and be able to describe the reasons
why this preference is appropriate, based on self-understanding and on
information about the occupation in question.

The module is designed to help students learn to identify and describe
personal preferences for work activities, work situations, and work-related
school subjects; and to learn to recognize the relationship of their
aptitude strengths and weaknesses to the aptitudes and levels of aptitude
characteristic of successful workers in Worker Trait Groups. A profile form

‘ will be used by the student as the basis for organizing personal information

and for exploring cccupations, using the Worker Trait Group Guide (WTG Guide),

the Career Information System (CIS), and local labor market information. The
purpose of such exploration is to establish an occupational preference that
takes into accourt self-knowledge, knowledge about work, and information about
opportunities for education, training, and employment.

The content of Module A is designed to help students organize and
summarize information about themselves. In accomplishing this, they will
learn to use terminology and concepts related to occupations. Tl= Career
Information System can then be nsed by students to provide a bridge between
such self-understanding and the world of work.

This module i3 designed for the individual who is uncertain about what
he or she wants to do; cr who has a number of occupations in nind and cannot

. decide; or who knows very little about an occupation being considered. This
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guide has been carefully coordinated with the student's handbook and will

help the instructor work with students who are using the module.
Activities to be Performed by the Student

Activities in each of the following categories will be covered to help
students establish their occupational preferences.

A. Interests in Career Areas.

B. 1Interests in Worker Trait Groups.

C. Preferences for Work Activities.

D. Freferences for Work Situations.

E. Aptitudes,

F. Areas of Knowledge and Competency.

G. Wnrking (onditions and Physical Demands.

H. Preparing a Personal Profile.

I. Exploring Occupations.

J. Identifying an Occupational Preference.

Establishing an occupational preference is a career development task
essential to career flanning and decision-making. This task involves
developing self-knowledge and being able to relate that knowledge to infor-

mation about occupations and requirements for employment,
Overview of General Steps to be Followed by the Inetructor

The student materials in this module ‘:ave been designed for group
instruction. They can, however, be used on an individual basis with close
monitoring by the instructor. Ideally, ever with a group, individuals will

complete materials a. different rates and can, if conditions permit, assist
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one another. The following suggestions may help in planning the delivery

of the module.

1. Read the Mcdul# A activity materials that are used by the
students. Read this guide and then complete student
materials as they relate to your own inte-ests, charac-
teristics, and occupational preferences.

2. Obtajn the materials and arrange for the facilities and
equipment needed.

3. Establish the schedule for the program. It will involve
a class size no larger than 15 participante and take
approximately 15 hours of instruction organized in, for
example, six two-hour blocks of time or four three-hour
blocks.

4, Conduct activities in Module A.

5. After completion of Module A, assist each. student in
evaluating his or her current status and planning next
steps which may include participation in one of the
additional modules. This may involve referral of the

. student to another staff member for further scheduling.

The instructor should have a good understanding of the concepts and
procedures for Module A before starting. He or she needs to be familiar
with work activities, work situations, aptitudes, working conditions,
physical demands, preparation and training, and Worker Trait Groups. The

instructor must also be familiar with the materials included in the Career

Information System and any resources that will be used with the students.

Facilities, Equipment, and Materials Needed

A. PFacilities

1. A room approximately 30 ft. x 30 ft. or larger.

2. Tables and chairsr for 15 participants and instructor.

. B. Equipment
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1. Filmstrip projector with cassette audio tape recorder.
2, Screen.

3. Chalkboard or large conferemce pad.

C. Materials

1. Copies of Module A, Establishing an Occupational Prefexrence
(ome copy for each participant and instructor).

2. Copies of the Worker Trait Group Guide (WIG Guide) (one
copy for instructor and one for each participant).

3. Five copies of the Dictiomary of Occupational Titles (DOT),
Fourth Editicu.

4, One copy of the Guide for “ :cupational Exploration (GOE).

5. One copy of the Career Information System Guide (CIS Guide)
(five copies if AEL Career Information System is uged).

6. One copy of the Worker Trait Group Index to_ Occupatiomal
Information (WTG Index). ‘

7. Five copies of the Occupational OQutlook Handbook (OOH).

8. A supply of Occupational Information Summary Sheets (50-100)
for use by the students.

9. The following filmstrip and cassette tape sets:
- Career Areas in the World of Work (Activity A).
- Work Activities (Activity C).
~ Work Situations (Activity D).
~ What are Aptitudes (Activity E).
- Learning About Your Aptitudes (Activity E).
- Credentials and Competencies, Get Ready, Get Set, Go

(Activity F).
- Working Conditions and Physical Demande (Activity G).

Conducting the Learning Activities in Module A

The following ideas are for the purpose of helping the instructor
carry out each of the ten activities included in Establishing an Occupa-
tional Preference. The instructor should consider any special needs or ‘

situations that affect his or her group and make appropriate adjustments.

| * |
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Introduction

The imstructor should introduce the general purpose of Module A,
including an overview of the activities and time schedule. The participants
should be asked to introduce themselves to help them become better acquainted
and to "break the ice." The instructor can also introduce himself or
herself by being interviewed by the group.

The group should be given time to read the introduction section in
their handbooks. Time could be used to discuss the kinds of "career choice
traps" that individuals in the group have experienced in their own lives,
Time can also be given for questions and discussion related to the overall
program. If members of the group have difficulty reading, the instructor may

need tc read portions of the handbook as part of the instructional process.

Activity A - Interests in Career Areas

Show the filmstrip, "Career Areas in the World of Work." The
filmstrip should help students (a) examine their interests and relate them
to occupations and to career planning activities, and (b) recognize that
interests often change as people change and mature.

After the filmstrip presentation, use some of the following questions
and comments to guide the discussion.

1. VWhat are some of the interests of the people in the film-
strip? How could these interests relate to an occupation?

COMMENT: Some of the interests included dancing, training
a dog, vorking with flowers, fishing, working on an air-
plane, cooking, selling things, playing professional ball,
and riding horses. Ask the students to relate these
interests to occupations,

2. What occupations are women entering today that used to be
held mostly by men?




4.

5.

6.

8.

COMMENT: Discussion should bring out such occupations
as doctor, engineer, comstruction worker, miner, truck
driver, etc.

What occupations are men entering today that used to be
held mostly by women?

COMMENT: Discussion should briug out such occupations as
nurse, secretary, elementary teacher, telephone operator,
flight attendant, etc.

Are men and women entering occupations that used to be
held by the opposite sex because their interests have
changed? Why or why not?

COMMENT: Discuss changes in society that influence
changes in individuals.

Have students think about the interests they are iden-
tifying as they answer these questions:

- After the day is over, what do you like to do?

-~ Do you prefer to do things indoors or outdoors?
Or both? What type of activities do you enjoy or
find interesting?

- If you enjoy reading, what kinds of books or
magazines do you read?

- If you were free to do whatever you wanted to for
one hour, what would you do?

- What would be your ideal weekend?

- What movies do you like to watch? Television shows?

- Would you rather watch, take part in, or plan and
direct sports, music, or other activities?

What are some of the ways to help determine your
interests in various kinds of work?

- Reading books and materials about specific sress of work.
- Reacting to movies and television shows.

- Recalling firsthand experiences.

- Observing others while they are working.

- Listening to others describe their work experiences.

Why should you consider your intereets when you plan
your career? How 2an you use your interests when
making your plans?

COMMENT: People tend to find the most satisfaction
in work that relates closely to their interests.

Are your interests the same as they were five years
ago? Why should ycu consider your present interests
28 you think absut possible occupations?

28
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COMMENT: The activities you were interested in five
years ago may not interest you today. As you consider
occupations that are likely to be satisfying, you
should use current information about occupations and
about your interests.

9. What people or events have influenced your interests?
How?

COMMENT: Have the students identify as many different
people or events as possible--parents, friends, vaca-
tions, etc. Ask them how they were influenced.
10. What occupations are related to your interests?
COMMENT: Ask the students to identify at least two
occupations related to each interest area. To avoid
repetition, you may want to list the students’
interest areas on the chalkboard and the corresponding
occupations as they identify them.
After the discussion of the filmstrip, have students complete the
checklist, Interests in Career Areas, located in their handbooks. The
results can be shared and discussed in order to help them further clarify

their thoughts. Encourage them to 2dd ideas or their own lists as a result

of the discussion.

Activity B - Interests in Worker Trait Groups

Have students look at the Worker Trait Group Chart located in their
handbooks to undcrstand the relationship of the 12 Career Areas they
examined in Activity A to the 66 Worker Trait Groups. Read the directions
carefully to make .ure they understand the process. There is no set number
of groups that should be checked or questions marked. However, too few (2
or 3) might be limiting and too many (20 or 30) might be too complex. Be

prepared to explain or give written descriptions of each Worker Trait Group.

Have available copies of the Worker Trait Group Guide.
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Activity C - Work Activities

Give a brief introduction to the idea of work activities and how they can

affect our liking or disliking a job. Show the filmstrip, "Work Activities."
The filmstrip should help students to (a) develop an understanding of the
ten types of activities related to the work people do, (b) become aware of the
influence that workers' preferences for certain types of activities have on
job performance and satisfaction, and (c) become aware of their own likes and
dislikes and the way they can use their preferences to explore occupations.
After the filmstrip presentation, use the following questions to guide
the discussion. The purpose of this discussion is to help students under-
stand the ten work activity facturs. Their responses to the following
questions will be subjective since they deal with the students' experiences
with each of the ten types of work activities. There arc no teacher cues
or suggestions following each question. The instructor may want to write
the ten factors on the chalkboard using the wording on the checklist and
then use the list as a framework for the discussion. It is important to
correct any misconceptions regarding the tem factors while at the same time
respecting the opinions and feelings expressed by the members of the class.
The following questions might be used for each work activity.

1. What personal experiences, in work or leisure, have you
had with this type of work activity?

2, Do you like this type of activity?

3. What occupations would require this work activity?

Have the students use the Work Activities Checklist located in their
handbooks. Review the directions and ask them to rate each of the ten activ-
ities. After the activities are rated, have them riak order their prefer-

ences from first to last choice.
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Have them locate their Worker Trait Group Charts and complete the

remaining directions for Activity C., The students may need some help in

understanding how to record their ratings and rankings in column 2 of the
Worker Trait Group Chart. Explain that they are beginning to explore
occupations by examining the Worker Trait Groups in which they might be

interested.

Activity D - Work Situations

The process of completing Activity D is similar to that of Activity C.
After learning the procedures in Activity C, the students will be more aware
of how to complete the Work Situations Checklist located in their handbooks.
The instructor should follow the same procedure used in the previous activity.

The filmstrip, "Work Situations," should be used. The filmstrip can
help students to (a) develop an understanding of the ten types of situations
which put demands upon workers, (b) become aware of how workers' abilities
to adapt to these demands affects job performance and job satisfaction, and
(c) become aware of the types of situations the students prefer and which
ones they may want to avoid.

After the filmstrip presentation, use the following questions to guide
the discussion. The responses are likely to be subjective in nature since
they deal with the students' preferences for the ten types of work situations,
There are no instructor cues or suggestions following each question. List
the ten work-situations on the chalkboard to use as a framework to guide
discussion. It is important that the students understand the ten work eitu-
ation factors. Use the discussion to correct any misconceptions, making
sure to respect individual opinions and feelings. Repeat the following

questions for each work situation.
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1. What personal experiences, in work or leisure, have you
had which are related to this type of work situation?
2. Do you like this type of work situation? Why?
3. 1Is this a type of work situation you want to avoid? Why?

4. What occupations usually involve this type of work
situation?

Have the students complete the Work Situations Checklist, discuss
their results, and record the information on their Worker Trait Group

Charts in column 3.

Activity E - Aptitudes

Students may experience some difficulty as they work on this activity.
The instructor should plan the learning experiences carefuily and take time
to explain each step. The students have the difficult tasks of conceptual-
izing what an aptitude is, learning the definitions of eleven different
aptitudes, understanding the five rating levels as defined in the Dictionary
of Occupgtiongl Titles, and making self-estimates of their own aptitudes in
comparison to a normal population.

Ask students to read and then discuss the introductory section on
optitudes in their handbooks. Show the filmstrip, "What are Aptitudes?"

The filmstrip should help students develop an understanding of (a) apti-
tude as the ease or quickness with which a persex can learn a certain type
of knowledge or skill, and (b) the ways in which they can identify their
own aptitudes. _

One's aptitude is an indication of the relative ease or difficulty one
might expect in learning new knowledge or skills. Aptitude is not a measure

of what a person can or cannot do. Students should recognize that interest

and motivation can help them overcome learning difficulties.
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Show the filmstrip, "Learning About Your Aptitudes.” This filmstrip
explains how students can estimate their own aptitudes, using the aptitudes
and levels used by the U.S. Department of Labor.

The filmstrip should help students to (a) identify their own aptitudes

by examining their achievements and present abilities, and (b) become aware

of the way they can use their aptitudes to explore occupations.
After the filmstrip presentation, use the following questions and
comments to guide the discussion.

1. Explain the meanings of achievement, ability, and
aptitude.

COMMENT: Help the students define these three words.
Achievement is what you have done. Ability is what you
can do. Aptitude is what you can learn to do. These
words describe the past, present, and future of the
same personal characteristic.

l 2. What kinds of aptitudes are needed for achievement in
certain areas of training?

COMMENT: Ask students to be specific in their responses.

3. What evidence of aptitudes can you identify ir your
achievements (pest)? What evidence can you identify
through your abilities (present)?

COMMENT: Students may need help in articulating what
they can learn to do. Remind them that aptitudes are
not confined to academic learning.

4, How can you use the concept of aptitudes when selecting
areas of training? Selecting recreational activities? Do
you think there is a relationship between what you like to
do and what you cén do well? Explain your answer.

COMMENT: Most people seem to like to do what they can
do well, Students are often motivated to learn to do
what they think they can accomplish successfully.

5. Could you have aptitudes of which you may be unaware?
How might you learn about them? What activities might
‘ help you identify your aptitudes in particular areas?

COMMENT: A person could have aptitudes related to
fields in which he or she has no experience. For

. ¢ (4 XA
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7.

example, one might have aptitudes related to music, but
be unaware of them because one has had limited exposure
to music. Aptitude tests can help a person discover
aptitudes he or she doesn't know he or she has.

Suppose you have a high level of a certain aptitude.
Does this mean you will be successful in occupations
involving that aptitude? Explain your answer.

COMMENT: Aptitudes must be used to develop abilities if
they are to contribute to job performance. There are
many factors other than aptitudes (interests, motivation,
opportunities, vaiues) that affect job performance.

Suppose your estimate of a certain aptitude is lower
than the significant aptitude level needed for an’
occupation. What should you do?

COMMENT: Interest and motivation may help you overcome
difficulties in learning the required skills and know~
ledge. In addition, greater exposure to certain areas
will help you develop a better understanding of your
aptitudes in that area. Therefore, aptitude estimates
based on limited evidence may not be accurate. You
should never bypass the exploration of an occupation on
the basis of an aptitude estimate alone.

List the eleven aptitudes on the chalkboard and discuss each one with

the class. It is important that they understand what each one means.

After discussion of the aptitudes, the instructor can implement the

following steps.

1.

2.

4.

Have the students fill out their Aptitude Self-Estimate
Pecord located in their handbooks. Have them refer to the
definitions of the aptitudes and rating levels.

Have students locate their Worker Trait Group Charts and
identify the first Worker Trait Group that they marked with
a check mark or question mark.

Have students locate the Aptitude Index and idcntify the
same Worker Trait Group that they had checked earlier on
their Worker Trait Group Charts.

Have students compare their aptitude self-estimates with the
levels shown on the Aptitude Index. Provide them with a copy
of the Aptitude Self-Estimate Strip so they will not have to
use the one in their handbooks. (See photoready copy on page
26a for reproducing the self-estimate strips for student use.)
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Photoready Copy of Aptitude Self-Estimate Strips 26a

‘ave students use one of these strips to explore WIGs using the Aptitudes Index. Destroy
strips when exercise is completed.
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If their aptitude estimate is equal to or higher than
the level ghown on the Aptitude Index, they should
write down the letter of that aptitude in the (+) side
of column 4 on the Worker Trait Group Chart. If it is
lower, they should write down the letter in the (-) side
of the column. Remember, level 1 rating is high and
level 5 rating is low.

Have them continue until all Worker Trait Groups which
they marked with a check mark or gquestion mark heve been
covered.

Now help them use their aptitude self-estimates to
explore new Worker Trait Groups for which they had indi-
cated no interest initially. Have students identify one
or more aptitude(s) on which they rated themselves the
highest. Have them use the Aptitude Index to find
Worker Trait Groups that include the aptitude(s) as
being importunt. Have students write down the letter

of the aptitude(s) in the (+) side of colummn 4 for

those Worker Trait Groups {in accordance with instruc-
tions on page 34 in the student handbook).

Discuss the results and also review with the students

concepts listed in their booklets under the title of
"Some Important Things to Know."

Activity F - Areas of Knowledge and Competency

The students should read the introductory section of Activity F. Show
the filmstrip, "Credentials and Competencies, Get Ready, Get Set, Go!l"

The filmstrip should help students develop an understanding of (a)
competency as what a person is able to do, (b) credential as written or
other evidence of what a person should be able to do, and (c) the ways
competencies and credentials can be acGuired and can affect obtaining and
retaining a job.

After the filmstrip presentation, use the following questions and
comments to guide the discussion.

1. What kinds of credentials can a person acauire?

‘ COMMENT: The filmstrip gave the following examples:

. birth certificate, passport, blue ribbon, credit card,
diplomas, theater tickets, etc.

Q E%(Z




How can credentials be acquired?

COMMENT: Taking a course, passing a test, winning a
contest, paying a fee, etc.

What credentials may be required by law?

COMMENT: When the public safety is involved. Ask
students to give specific examples.

Why would an employer be interested in your credentials?

COMMENT: To determine the best person available for the job.

AN A w -

5. Will credentials help you keep a job omce you get it?
COMMENT: Credentials show what a person should be able
to do; competencies are what a person can do. Compe-
tencies help you keep a job. .
6. 1Is school the only place where competencies can be developedi?
COMMENT: Each person has been acquiring certain compe-
tencies since birth. Therefore, competencies can be
developed in many different places. ‘
Provide time for students to complete the Knowledge and Competencies
Checklist located in their handbooks, fullowing the directions on the check-
list form. When all are finished, assist the group in using the School
Subject-Worker Trait Group Chart also located in their handbooks. Show
them an example of how they can use knowledge in a subject area to find
Worker Trait Groups to explore. This may involve considerable individual
assistance. (The chart and its instructions are located in the Career
Information System Guide, pages 47-49.) gy

Have students follow the directions in their handbooks and record the
results of their exploration in column 5 of their Worker Trait Group Charts.
The first set of directions helps students identify how well their compe-
tencies relate to Worker Trait Groups they have chosen to explore. The

second set of directions will help them identify additional Worker Trait

Groups related to their special competencies.
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Activity G — Working Conditions and Physical Demands

Introduce the concept that working conditions and physical demands can

have a major influence on a person's work satisfaction. Show the filmstrip,
"Working Conditions and Physical Demands." Discuss the kinds of working
conditions and physical demands that individuals in the group like and

those they may want to avoid. What are the reasons? Discuss being in an
occupation where the work involves not liking something and not being able
to cope with it at all.

Ask students to refer to Activity G in their handbooks. Have them study
the definitions for the working conditions. Make sure they understand that
the letters and numbers in front of eacl are ccies for those conditions. Ask

‘ them to think of examples of work settings in which some of the conditions
‘ exist.

Have stuients respond to the examples given in their handbocks by
giving their judgments on which conditions aud demands are related to these
eight examples. Discuss the results.

ave students follow the directions in their handbooks for the remainder
of the activity. They should identify the conditions aud demands Ehat are
desirable as well as those that are unacceptable to them. Using the Physical
Environment Jndex located in their handbooks and their own self description
of what is unacceptable and desirable, they should follow the directions

given and record their results on their Worker Trait Group Charts.

Activitv H - Preparing Your Personal Profile

The purpose of this activity is to help the students summarize the
‘ information about themselves that they developed in Activities C through G.

This summary will allow them to organize the most important information
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about themselves so that they can use this information as they explore
career opportunities and establish an occupational preference,
Give the students time to review their previous work and record the

information on the Personal Profile Form located in their handbooks.

Activity T - Exploring Occupations

This activity will help the students learn more about occupatioms that
they may wish to explore. The students will need to be helped to understand
how to use the following materials.

1. Worker Trait Group Guide.

2. Worker Trait Group Index to Occupational Information.

3. Dictionary of Occupational Titles, Fourth Edition.

4, Guide for Occupational Explorationm.

5. Occupatinnal Outlook Handbook.

6. Occupaticnal Information Summary Sheet.

The instructor will also need to review the career resources at the
school where this modul, is being targeted and select those that will be
useful in delivering the course. Resources like the Occypational Outlook

Handbook and Encyclopedia of fareers will be very helpful.

First, the students will examine the results of their own work on
their Worker Trait Group Chart. After studying their work, they will place
a check in column 7 for each Worker Trait Group that they want to study
further. Then, they will record the code nunber and name of each of these
Worker Trait Groups on the Worker Trait Group Evaluation Chart located in
their handbooks. As they obtain more information from the available
materials, they will complete colummns 2 through 8 on this chart and make a

decision whether or not to idratify specific occupations in the group for
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further exploration. After completing columns 2 through 8 for any Worker
Trait Group, they are to enter yes or no in coluum 9 to indicate their
interest in exploring specific occupations. It is now time for the instruc-
tor to lead the group carefully through the steps im using the Career Infor-
metion System materials and other available sources of information. (If

the AEL Career Information System is used, the Career Information System
Guide should be introduced or reviewed at this time.) Provide individual
assistance as needed until each student is capable of locating information
about specific occupations related to the Worker Trait Groups selected for
exploration. They will use the Occupational Exploration Plan Worksheet
located in their handbooks to list the specific occupations for each Worker
Trait Group they want to explore. As students explore specific occupations,
they should be instructed to record their findings for each occupation on

an Occupational Information Summary Sheet. (Have a supply of these sheets
available.)

As students begin to explore specific occupations (or Worker Trait
Groups at the .ccupational level), the instructor may wish to have them
worX on this activity outside of class. If so, they should have access to
the Career Information Systcm materials.

If at all possible, studentu should have a liat of several occupations
to explore so that they have sufficient data upon which to tentatively
identify their occupational preferences. Fmphasize to the students that
this initial occupational exploration is designed tc teach the skills they
will uve to continue the exploration on their own. Make sure they have
free access to the Career Information System materials.

In addition to the Career Information System materials, remind students

that they can use other sources of information. Help them identif: specific

1 b,{ f\
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local sources in the categories listed in Activity I of their student hand-
books.

The students go through the process of first expanding their awareness
of occupations and learning more about them. Then, they begin to narrow
their preferences to a few that are most appropriate to them. It may be
helpful to the students if they discuss their explorafion procedures and
results with another individual or several individuals in a small group.

Staring will help them further clarify their thinking.

Activity J - Identifying an Occupational Preference

This activity requires students to compare the advantages and disad-
vantages of the occupations that they have been exploring and to narrow
their preferences to those that seem to be most appropriate. Then, they
will identify their first preference and give reasons for this choice.

During the Activity J session, help students write a summary of their
present occupational preference. Explain that they are not asked to commit
themselves to a definite occupational choice. Rather, they are to
describe, at their present state of career development, the type of work
they would like to be doing and why. Have students use the information
recorded on heir Personal Profile, Occupational Information Summary, and
Job Comparison Shee{ to describe their current occupational preference
however tentative it may be. Shariug their results with others will be
extremzly valuable to the students.

The statement students write about their occupational preferences
constitutes their personal summary of the unit., This statement also forms
the basis for the activities of the next unit. Discuss the unit summary
witb the students bringing out the concept that the process of occupational

exploration is never complete.
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Postinstructional Evaluation of Students

At the completion of the module, the student will be able to do the

following tasks.

1.

2.

4.

5.

Given the WIG Guide, the student will be able to locate
Work Activity information about groups of occupations
and be able to specify those Work Activities that are
preferred and not preferred based upon interests and
experiences.

Given the WIG Guide, the student will be able to locate
Work Situation information about groups of occupations
and be able to specify those Work Situations that are
preferred and not preferred based upon interests and
experiences.

Given the WIG Guide, the student will be able to locate
information on the knowledge and skills related to groups
of occupations and specify whether or not he or she will
be able to acquire the needed competencies.

Given the WIG Guide, the student will be able to locate
Apritude irnformation about groups of occupations and
specify the relative ease or difficulty he or she may
encounter in developing the skills and competencies
related to occupational performance.

The student, using his or her personal profile information,
will be able to identify occupations related to personal
characteristics, rank them according to personal preference,
and explain the ranking in terms of the factoxrs used.

Given the DOT, O0H, and CIS materials , the student will be

able to locate information about the credentials and compe-
tencies related to an occupstion being considered.

Guidelines for Student's Future Planning

The student, in collaboration with the instructor of the module, will

be able to identify next steps in preparing for or entering his or her

preferred occupation. Possible action will need to be considered in terms

of personal qualifications, occupational requirements, and other personal

42

%




34

obligations and responsibilities. The planning session should be directed
toward encouraging the student to make judgments and assuﬁe responsibility
for planning, selecting, and taking -appropriate action. The planning

guidelines below telate to the Preinstructional Task Evaluation information

for each of the subsequent tasks. The guidelines are a general summary

th-t can be used to determine readiness for next steps. .

1. The student is confident about his or her occupationals
preference, but recognizes the need for additional creden-
tials and competenc1es involving education or tra1n1ng.

The student may decide to explore such possibilities in’
terms of learning more about specific opportunities and -
determining the personal appropriateness of such training
by doing Module B, Developing a Career Plan. (Note:
Almost without except1on studente who complete Module A
will want and’needunodule‘B tofdevelopfor ‘confirm their
careetr pladﬁpr1or to-prepar1ng*for,vob hunting I LA
W e an von v s w b LI sgw Ing L.

2, The student recognize's® 'thdtﬂgeneraﬁ?%ducat1on‘or special~ -~
training is requ1red for entering his or her preferred
occupation® and’ knbwis WherbnBuch“prebafbt1onﬁ18 available.
The student" may&declde«to‘enroll 4nfsuchftraan1ng and may
desire assistance” in’ selectingand: entolling in: an appro-
prlate program, UL IICRIEE LN 5t T TN Sley

R i N AN fnr'” ne

3. The student possesses the necessary credentials and compe- -
tencies but’ needs' asa1stance ih Yotating’,’ applying’ for, and
securing employment. " If so'*Modﬁlelc ,1 Prepating -for Job
Hunting,'is’ 1nd1tated'and~ ?“be"%electedﬁby thel student. -

PRt At YO el gHEZ 1y @i g,

4. The student possesses Job seeking and employablllty skills,
but needs assistance in evaluet1ngﬂspec1f1c'employment
opportunities. ”"“‘ AT T G e

ey pared maldaguro s s o By

5. The student has located employment and has reasonable

expectations regarding personal and situational requlre-

RIS

ments to be metf4ifn’adjusting ‘o work*Bituations. -

6. The student, in collaboration with the 1nstructor, agrees
that factors relatedito'§Er%bnalﬁadJuatmeht ‘ot life style
significantly limit any benefits possible in continuing
in’the program-and: that seekihgtspecialized' help-is desired.

7. The student terminates*dfshisi‘'orrher” own! volition or lack
of motivation.
RSN ) SR AT ETLL WO
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MODULE B: DEVELOPING A CAREER PLAN

Introduction

The objective of the module is for the student to prepare a specific
plan of action by which his or her occupational preference or career goal
can be met and be able to describe the reasons the plan is workable.

The purpose of this guide is to help the instructor work with students
who are participating in Module B, Develcp:.ng a Career flan. The student
materials are available in a separate handbook. The following is a list of
activities that are conducted.

A. Competencies and Credentials. s

B. Preparation Requirements.

C. Work Values.

D. Making a Tentative Career Plan.

E. Deciding.

F. Taking the Next Step.

Developing a career plan is essential to career planning and decision-
msking. This task involves developing an occupational goal and preparing a
plan to reach that goal.

This module is designed to help students learn to identify the values
they want to achieve through an occupation, consider competencies and
credentials needed, explore possible courses of action, select most

desirable course of action, and develop a plan.
Activities to be Performed by the Student

The task elements to be performed by the student include:
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A. Reviewing competencies and credentials required by
various occupations.

B. Identifying alternatives/courses of action for
achieving the occupational goal (preferen«e).

C. Identifying values that are important in the student's
life and which can be met through a careez.

D. Preparing a plan that is appropriate for the situation
and opportunities available to the individual.

E. Deciding (taking action) on the first step of the career
plan.

Overview of General Steps to be Followed by the Instructor

The student's materials for tuis module have been designed for use in
group insiruction. However, the meterials can be used also on an indivi-
dual basis. The following list of general steps may help the instructor
gain an understanding of this module and plan for its delivery.

1. Read the Module B activity materials that are used by
the students.

2. PRead this guide.

3. Complete the materials as they apply to yourself.

4. Obtain the materiils and arrange for the facilities
and equipment needed (class size should be no larger

than 15 participants).

5. Conduct activities iu Module B (approximately five hours
of instruction).

The instructor should have a good understanding of the concepts and
procedures of the module before beginning instruction. He or she needs to
be well acquainted with the concepts of work values, competencies, creden—
tials, aptitudes, training opportunities, planning, and decision-making.
The instructor also needs to know what materials are included in the Career

Information System and other resources that will be used by the students,
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Facilities, Equipment, and Materials Needed

Facilities

1. A room approximately 30 ft. x 30 ft. or larger.

2. ?ables and chairs for approximately 15 participants and
irstructor.

Equipment

1. Screen.

2. Chalkboard.-

Materials

1. Copies of Developing a Career Plan, Module B, (one copy
for instructor and each participant).

2. Copies of the Worker Trait Group Guide (WIG Guide) (c.

copy for instructor and each participant).

3. Five copies of the Dictionary of Occupational Titles (DOT),
Fourzh Edition.

4. One copy of the Guide for Occupational Exploration (GOE).

5. Five copies of the Occupational Outlook Handhook (OOH).

6. Other career resources such as:

~ State employment agency information.

- Reference materials on colleges, technical schools,
vocational schools, apprenticeships, high school
adult education programs, etc.

~ Information available from the Chamber of Commerce.

- Information available from the Council of Community
Services.

Conducting the Learning Activities in Module B

The instructor should create an atmosphere in class that will encour-

age participation by the students. A clear statement of purpose for the

module should be presented along with a planned time schedule of events.
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If the group has not been together in Module A, have members introduce

themselves and participate in a group activity that will help them overcome

a feeling of strangeness. The instructor should also let the group become

acquainted with himself or herself by sharing appropriate information about
himself or herself.

Ask students to discuss occupational preferences and give reasons why
such preferences are important. Additional questions might be:

1. What will you be doing ten years from now?

2. If you had just one year to live, what would you want

to do?

Activity A — Competencies and Credentials

The purpose of this activity is to help students examine the compe-
tencies and credentials required to enter occupations they are considering.
To do this, students will need to have access to the Worker Trait Group
Guide and the Career Information System materials. These will help students
obtain information about the competencies and credentials requived to enter
and advance in the occupation. Encourage students to use the following
edditional sources of information.

1. Interviewing employers and workers.,

2. Consulting members of occupational or professional
organizations related to the occupation ir general.

This activity should help students understand the concepts of compe-
tencies and credentials, learn to identify competencies and credentials

described in occupational information, and obtain information about them

other than through printed media.
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Review Module A, Activity F, Areas of Knowledge and Competency. Direct
students to discuss their own competencies and credentials. The specific
examples given by the studeats will indicate to the instructor whether they
understand the concepts and are able to identify competencies and credentials
described in occupational information. As a practice exercise, the instruc-
tor may wish to have the class identify the competencies and credentials
described in one of the Worker Trait Groups, ueing the Worker Trait Group
Guide. The competencies and credentials described in Worker Trait Group
031.01, for example, may include respectively, operate a typewritez or other
keyboard machine (competencies); receiving a grade in typing (credentials);
and a certificate of program completion (credentials). Competencies for
specific occupations can be found by look.ng up the definition for the

occupation in the Dictionary of Occupational Titles and studying the tasks

performed by the worker. This will provide clues to the competencies
needed.
Have students complete the exercise in Activity A of their handbooks.

They will be using the Dictionary of Occupatijopal Titles, Fourth Edition,

and the Occupationa]l Outlook Handbook in identifying the competencies and

credentials needed for their occupational preferences.
After completing the exercise, the following questions might be raised.
"Do you already have any of the comp-tencies £zd credentials needed for your

occupational oreference?" "How can you obtain those that you do not have?"

Activjty B - Preparation Requireuents

This activity is designed to acquaint the students with the various

means of acquiring competencies and credentials for their occupational
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preferences, The students will be using the Worker Trait Group Guide to
identify the "Genrral Educational Development" and the "Preparation and
Training" classifications given for their occupational preferences. It is
important that the students realize that the descriptions in the Worker
Trait Group Guide present the levels of "competence" required for average
succeseful performance characteristic of most of the occupations found in
the Worker Trait Groups. Characteristics may differ for specific accupa-
tions. For example, Air Traffic Control Specialist, Tower, found in WIG
05.03, Engineering Technology, involves Work Situation #§ "working under
pressure." It i; one of only five occupations out of 128 listed in the
Guide for Occupational Exploration which involves this Work Situation, so
'
"yorking under pressure" is not reported in the WIG as representative of

the occupations in 05.03. This information would be found as the indivi-

dual explores the specific occupations in depth. The students may need
assistance in understanding the codes and explanations in the Worker Trait
Group Guide. Discuss the kinds of opportunities to obtain training that are
listed in the student hendbooks. Have the students complete the activity

included in their materials.

Activity C - Work Values

Discuss what a work value is and give examples of how occupations can
help a pexson achieve lis or her work values. A specific work value, such
as "variety," can be accomplished better by some occupations than others.
Work values are neither good or bad except as they relate to an individual's
preference. They are based on what an individual considers important.

Ask the students to complete the Work Values Checklist in thei.: hand-

books and to suwamarize their most important and least iwportant values.
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Work values involve very personal information. Ask members of the
group to state what is really important to them. Caution them to not let
themselves be influenced by their friends or what they think someone
expects them to say. For example, a student may have & strong desire to
achieve material success, but may.suppress this value because it may be .
frowned upon by others.

This activity should be conducted in a group setting so that the
instructor and the students can assist one another through the difficult
process of stating their values. This is usually a difficult process and
may involve some refining and restating of values until they feel comfortable
talking about them. The instructor can ask members of the group to go back
to the Work Values Checklist and review their value ratings. Encourage
them to chenge any ratings to fit their new understanding of the values.
Alno encourage them to write in any values they fecl are importan* that are

not listed -on the checkiist.

Activity D - Making a Career Plan

The purpoe* of this activitv is to have studonts outline steps that
they can follow in achieving their occupational preferences. The steps
listed should be accompanied by an estimated time schedule showing when
each step will be started and completed. This activity is very individucl
in nature and will require each student to create his or her own plan.
Have students prepare their plans and then discuss their plans in small
groupe by answering the questions at the end of the Activity D material.
Some class members may need to locate sdditional information to complete

their plans.

3
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Activity E - Deciding
Discuss the different ways people make decisions and describe some of
the errors they make. Use the following suggestions.

1. Allowing others to decide for you--your friends or family
members.

2, Taking a chance on the outcomes like flipping & coin or
guessing at what to do.

3. Putting off decisions until it is too late for some of
the more important options.

4, Looking for the easy way.

This activity helps the students to study the results of their earlier
work and determine if the price that they will be paying is worth the bene-
fits received by following their career plans. Also, additional information
may need to be found before deciding to take action.

Have students work on the Activity E materials in their handbooks.

They may need time and help to find other information needed. It would be
very helpful if the students discussed cheir own resuits with others in a
small group. Be certain to discuss the relation of area job opportunities

to the acceptability of each individuai‘s plan.

Activity F - Taking the Next Step

Discuss the fact that one of the four alternatives listed in the

student handbook for Activity F is probably the "next step" in the career
plan for most of the students in the group. If it is mot, whai other "next
steps" have been selectcd? In all probability, any deviation from these
four alternatives would be in the form of actions as a means of achieving
one of the alternatives. For example, & student might list the next step

O
as seeing if he/she can secure a loan in order to get training -
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(alternative 1) or another might list trying to relocate his/her residence
to F» near to potential work locations (alternative 4).

Indicate that each student will have successfully completed iodule B
vhen he/she has actually taken action on the first step of his/her plan.
(Some students may do this and report their success or problems hack to the

group.)
Postinstructional Evaluation of Students

At the completion of the module, the student will be able <o do the
following tasks.
l. The student will be able to state what credentials and
competencies are required fr> his or her occupational goal
and to relate his or her qualifications to these require-

ments.

2. The student will be able to describe his or her carcer
plan for re¢aching the occupat.ional goal.

3. The student will be able to state the valves thit relate
to his or her occupational preference.

4. The student's career plan takes into consideration
opportunities for plan fulfillment in the area labor
market--or at a location available to the student.

5. The student will have taken action on the first step of
his or her career plan.

Guidelines for Student's Future Planning

|

|

|
The following guideli~~g are a general summary that can be used to

determine the student’s :.' o88 for next steps.

1. The student recwy. >~ that general educatice or special
training is required fo. entering his or her preferred
occupation and knows where such preparation is available.




2.

The student possesses the necessary credentials and
compet~ncies, but needs assistance in locating, applying
for, and securing employment. If so, Module C, Preparing
for Job Hunting, is indicated and may be selected by the
student.

The studcnt possesses job—seeking and employability skills,
but needs assistance in finding specific employment oppor-
tunities., If so, referral to employment agencies or
employers is indicated and may be selected by the student.

The student has located employment and has reasonable
expectations regarding perscnal and situational require-
ments to be met in adjusting to a work si{uation.




MODULE C: PREPARING FOR JOB HUNTING

Introduction

The purpose of this module is for the student to develop a plan for

becoming employed. The plan is to take into account and organize all
relevant information related to job search, employer contact, and 30b-
holding skills (employability).

This guide will help the instructor plam and ¢ fuct tho activities
that are included in the materials entitled "Planning for Job Hunting"
available in a separate handbook. The module is to be used as a self-study

activity for advanced students. If all students are progressing at the

same rate, this module may be taught to the entire group if appropriate and
time is available. For thcse electing to entcr school to get additional
training, this module is not appropriate at this time. The following is a
list of activities included in this mocdule.

A. Llocating and Using Job Search Resourzes.

B. Preparing a Resume,

C. Making Employer Contacts.

D. Assessing Job-Holding Skills.

E. Planning for Job Hunting.

Preparing for job hunting is a career development task. Prior to this
module, the student should have selected an occupational preference,
developed a career plan, and have the competencies and c;edentials necessary
to enter the occdpation. This module is designed to help students develop
job search skills, learn how to present themselves to employers, understand
an employer's expectations of an employee, and develop a plan for obtaining

a job.
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Students will need to become knowiedgeable about employment oppor-
tunities for the geographical area of employment interest to them. The
instructor should make arrangements to introduce resources and contacts

that apply to the appropriate ;ob market.

Lctivities tc be Performed by the Student

The general objective of this module is for the student to develop a
plan for how he or she will become employed and demonstrate the skills
needed for finding a job opening and being hired by an empioyer.

The task elements to be performed by the student include:

A. Identifying and using formal and informal sources of
locating job openings.

B. Preparing a 1esume.

C. Making inquivies by telephone.

D. Preparing a letter of inquiry.

E. Filling out a job application form.
F. Interviewing an employer for a job.
G. Assessing job-holding skills.

H. Preparing a job hunting plan.

Overview of General Steps to be Followed by the Instructor

The student's materisls in this module have been designed for use in
group instruction. However, the materials can be used also on an indivi-
dual basis. The following list of general suggestions may help the

instructor plan for the delivery of this module.
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2.
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Read the Module C activity materials that are used by the
student.

Read this guide.
Complete the materials as they apply to yourself.,

Obtain the materials and arrange for the facilities and
equipment needed.

Conduct activities in Module C (approximately six hours
of instructionm).

The instructor shculd have & good understanding of the concepts and

procedures of Module C before beginning instruction. He or she needs to be

well acquainted with sources of finding job openings, resume writing, appli-

cation letters, job application forms, interviewing employers, employability

skills,

and planning for job hunting. The instructor needs to have a know-

ledge of local employment resources that will be used with the students.

Facilities, Equipment, and Materials Needed

A. TFacilities

1.

2.

L J

A room approximately 30 ft. x 30 ft. or larger.

Tables and chairs for 15 participants and imstructor.

B. Equipment

1.

Chalkboard or conference pad.

C. Materials

1.

2.

Copics of Module C, Preparing for Employment (one copy
for the instructor and one for each participant).

Copies of current local daily newspaper (one copy for
each participant and one for instructor). The imstructor
can have each member of the class bring in a newspaper.
Several different papers may be available from the local
area or nearby large cities or from the geographical
areas of employment interest to class members.

N
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3. Copies of a local industry's job application form (one for
each participant and one copy for instructor).

Conducting the Learning Activities in Module C

The following suggestions are for the purpose of helping the instructor
conduct each of the learning activities included in Module C, Preparing for
Job Hunting. The instructor should consider any special needs or situationms

that might affect the group and make appropriate adjustments.

Introduction

The introductory section with the students should include an overview
of the purposes, planned activities, and time schedule for this module., [f
the students do not know each other, time should be spent on introductions
and a get—acquainted zroup activity.

The instructor snould also introduce himself or herself. A fun-type
introductory activity might help individuals to relax and be comfortable
with the group. Time could be used to have individuals share their career
plan, identify their expectations from participating in the module, and

describe past experiences.,

Activity A - Job Searcn Skills

The purpose of this activity is to increase the student's knowledge
and gkills in identifying and using sources that will uncover job opcnings
related to their occupational preferences. The students can be asked
initially to discuss the sources of information about job openings that
they have used in the past.

The instructor can use the materials in the student handbook as a

guide for teaching this activity. Periods of time should be planned for
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questions and discussion of the content includeé¢ in the handbook. Copies
of local or regional newspapers that have "help wanted ads" can be used
after the students have completed the exercises in this activity that deal
with ads. A representative from the State Bureau of Employment Services

can be invited to make a presentation to the group on services provided by
the agency and techniques for finding jobs. Th: students should make a

list of the specific (formal and informal) sources that they plan to use in
seeking a job. The instructor may need to provide information about sources

available in the area.

Astivity B - Prepaxing a Regume
The purpose of this activity is to help the students develop skill in
the preparation of resumes. Before assigning the preparation of a resume,
discuss the typical content of resumes and variationes which might be used
for special purposes. The instructor might develop a set of sample resumes
which can be shared with students during the discussion. Discussion itemt
the instructor might cover include the folleowing general principles.
1. It may be best to list your employment record in reverse
order so that the most recent experience gets first
emphasis.
2. If you have a lengthy qualifying work history and/or
special training, details on general education may not

be so important.

3. High school leadership activities, sports, etc., are more
important for recent graduates than for older applicants.

4, Be sure to emphasize details which highlight your
qualifications for your preferred occupations.

After resumes have been prepared, allow time for questions, discus-

sion, and an exchange of ideas.

8 §
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Activity C - Making Employer Contacts

The purpose of this activity is to help the students develop skills in
presenting information about themselves to employers. The instructor should
be prepared to provide specific learning experiences in helping students
with telephoning, writing letters, filling out job applications, and
participating in employment interviews. Some of the best techniques for
teacking these skills are through role playing and simulated experiences.

Use the student materials located in the handbook. At the appropriaie
time following the coverage of the related topic in the student materials,
have the students experience each of the following.

1. Role play a situation in which an applicant telephones
an employer inquiring about a job opening.

2. Prepare a letter to an employer indicating interest in
a job position.

3. Fill out an actuval job application form. (Get copies
of an applicatiin from a local industry.)

4. Role play a personal interview with an employer.
(Consider things as manner and dress, as well as
information exchanges.)

After each experience, allow time for discussion of strengths and
weakncsses of the students' performances. The instructor, as well as
members of the group, can offer suggestions. Try to establish an open
atmosphere in which criticism is encouraged for the benefit of learning.

It is ba:tter to learn about one's mistakes in class than to make the same

mistakes with perspective employers.
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Activity D - Assessing Job Holding Skiils

Students need to recognize that there are certain skills and attitudes
that will help a person keep a job as well as obtain a job. Activity D is
designed to help students do an hLonest appraisal of their past habit
patterns and to detgrmine what should be dcne %o change behaviors that
might interfere with employment. Unless an open and honest atmosphere has
been created in the group, individuals may be reluctant to be frank in
appraising themselves.

Discuss with the group reasons why workers tend to lose their jobs.
(An employee loses a job more often because of personal-social concerns
than for lack of job skills.) Have the students respond to the Job Holding
Skills Checklist found in their handbooks. Have them summarize their
strengths and weaknesses. The instructor can point out that the student
can also communicate to the employer his or her strengths during the job

application interview.

Activity E - Planning for Job Hunting

This activity helps the student use the learnings from previous
activities to prepare a plan for becoming employed and to collect in one
place the kinds of information that are neaded when seeking employment.
This activity is very individualized and will require each student to
create a plan that is most appropriate for him or her. Students may need

individual help from the instructor.
Postinstructional Evaluation of Students

At the completion of Module C, the student will be able to do the

following tasks.

r 60




52

l. Given a newspaper that has "help wanted" ads, will be able
to find a specific job notice that is located in the ads
and will be able to explain the vontent of the ad.

2. Given an example of a specific occupation, will be able to
identify at least five sources to be used in searching fcr
a job opening in that occupation.

3. Be able to present his or her own personal resume.

4, Given a job application, will be able to complete it
accurately and neatly.

5. Be able to communicate satisfactorily with an empicyer
by telephone and in a personal interview.

6. Be able to understand and communicate his or her job-
holding skillsa,

7. Present a plan for becoming employed.
Guidelines for Student's Future Planning

The student, in collaboration with the instructor of the module, will
be able to identify next steps in preparing for or entering his or her
preferred occupation., Possible action will need to be comsidered on the
basis of personal qualifications, occupational requirements, and other
personal obligations and responsibilities. The planning session should be
directed toward encouraging the student to maxe judgments and assume ..spon-
sibility for planning, selecting, and taking appropriate action. The
following guidelines are a general summary that can be used to determine
the readiness for next steps.

1. The student possesses job ceeking and job holding skills,

but needg fssistance in evaluating specific employment
opportunities.

2. The student has located employment and has reasonable

expectations regarding personal and situational require-
ments to be met in adjusting to a work situation.




4,

The student, in collaboration with the imstructor,
agrees that factors related to personal adjustment or
life style significantly limit any bemefits possible
in continuing in the module and that referral to
another source for specialized help is desired.

The student terminates of his or her own volitiom or
lack of motivat:on,
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’ ESTABLISHING AN OCCUPATIONAL PREFERENCE

IRTRCGDUCTION

If we don't know where we are going, it's difficult to figure out
how to get there. Sometimes, we may go some place and then learn that
it is not where we want to be. Deciding on a career direction is a
difficult task that takes a great deal of time and thought. Yet, the
benefits from making careful career decisions are well worth the time
and effort,

Some people fall into common "traps' when they choose an occupation.
These traps include:

e The "Oh, I can't do anything" trap: Some people have very
little confidence in themselves. Although they can do a
number of things--at home and with friends--they don't
relate this to work or being emplo’, ~d.

o The "All I know is what I see" trap: People who fall
into this trap have limited experience and little
knowledge about all of the occupational opportunities
available. They are able .o choose only from among a
limited number of occupations that they have learned

‘ about through their past experiences. They may miss
some good opportunities because they don't know about
them.

o The "Oh, something will come along'" trap: Some people
wait for the magic moment when the ideal occupation
will fall into their lap. They do not make the effort
to seek out an appropriate occupation for themselves.

e The "Other side of the fence looks better'-trap: Some
people make choices without knowing much about the
occupation except that what they can see looks good.

o The "Fish out of water'" trap: Some people enter
occupations that do not relate to their interests,
abilities, and needs. They do not survive long.

o The "They told me to" trap: Some people do not assume
responsibility for their own lives. They let others
mzke choices for them.

The purpose of this handbook is to help you establish your own
occupational preference. You will be asked to identify what you know
about yourself and to relate this self-knowledge to the world of work.
The activities shoitld be interesting and worthwhile in helping you establish
‘ and evaluate your occupational preference. Best wishes to you!




ACTIVITY A

Interests in Care:r Areas

Introduction

Interest is a positive feeling you have toward some person, activity,
or thing. Learning to recognize and describe your interests can help you
understand yourself. Your interests are usually developed as you are
exposed to dif "erent types of activities. You will become mor~ aware of
your interests as you learn more about yourself and the wcrld around you.
This increased awareness can help you in career planning.

There are about 20,000 occupations in the world of work. To help a
person explore, the Department of Labor has divided these 20,000 occupa-
tions into 12 Carver Areas based upon the interests of werkers.

Activity Awill help you examine your interests and relate them
to the world of work.

Watch the filmstrip "Career Areas in the Adorld of Work."
The purpose of this filmstrip is to introduce you to the
basic interests people have and how these interests are
related to the world of work. You will discuss the film-
strip belfore you complete the checklist in Activity A.

After you see and discuss the filmstrip, complete the activ.ty on the
following two pages. This will help you determine your general .nterest
in broad career areas and relate things you like to do to these .areer arcas.
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‘ INTERESTS IN CAREER AREAS

This activity can help you find the career areas in which you have the
most interests.

Directions: Listed below are the 12 Career Areas. Find the Career
Area that you think is most related to your interests. Put a 1l in
the space in front of that Career Area. Find the second most inter-
esting Career Area and put a 2 in the space in front. Continue until
you have put a 12 in front of the Career Area of least interest to
you.

Career Area 0l: Artistic - Interest in doing artistic and crea-
tive things.

Career Area 02: Scientific - Interest in medical, tiological, or
physical sciences.

Career Area 03: Nature - Interest in working with plants and
animals.

Career Area 04: Authority - Interest in protecting or guarding
people and property.

Career Area 05: Mechanical - Interest in working with mechanical
things.

Career Area 06: Industrial - Irterest in routine activities in a
factory setting.

Career Area 07: Business Detail - Interest in clerical activities
that require accuracy and attention to details.

Career Area 08: VPersuasive - Interest in selling things.

Career Area 09: Accommodating - Interest in providing personal
services to other people.

Career Area 10: Humanitarian - Interest in helping people who
have social, spiritual, or welfare problems.

: Career Area 11: Social-Business - Interest in teaching or leading
others and managing things.

. Career Area 12: Physical Performing - Interest in athletic com-
‘ petition or performing before an audience.




Directions: 1In the spaces below, make a list of activities that you
like or think you would like. Try to think of activities that relate
to occupations. Then locate the Career Area that relates to that
activity. Put the code number for that Career Area in the space at
the right. The following are examples:

Career Area

Activity Code Number
1. Working on your car 05 |
2. Cooking 05
3. _Baby sitting 10
4. _Gardening - growing plants 03

Career Area
Activity Code Number
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ACTIVITY B

Interests in Worker Trait Groups

Introduction

As you learned in Activity A, "Interests in Career Areas," the 20,000
occupations in the world of work have been divided into 12 Career Areas
based upon the interests of workers. Once you have identified Career Areas
related to your interests, you can explore related groups of occupations,
called Worker Trait Groups.

In the Worker Trait Group Guide, you will find L6 Worker Trait Groups.
Each group contains occupations which requir: similar worker traits (char-
acteristics and qualifications).

Activity B will help you to identify Worker Trait Groups in which you
might he interested.

Locate your copy of the Worker Trait Group Chart. On the left side
you will find a list of the 12 Career Areas and a listing of related Worker
Trait Groups for each Area.

Directions: Under Column 1 of the Worker Trait Group Chart, put a check
mark (V) in the space besidz each Worker Trait Group that you might want
to explore. If you believe that you might be interested but you do not
know much about the group, put a question mark (?) in the space.




WORKER TRAIT GROUP CHART

[+
Area of Knowledge and Working
Career Work Work Aptitudes Competency Cond. and |Further
Areas and Worker Trait Groups Interests |Activities | Situations Activity E Activity F Phys. Des. |Exploration
Activity B |Activity C | Activity D + - + Activity G |Activity 1
01: ARTISTIC ) i} .
P1.01 Literary Arts 5.6,8 _ 13,4,5,7,9 4+ i
01.02 Visual Arts 6. 8 3, 4. 7,9
01.03 Performing Arts: Crama 5, A, 8 3, 4,7, 9
01.04 Performing Arts: Music 5,6, 8 3, 4,7, 9 ' H
01.65 Performing Arts: Dance 5,6, 8 3, 4,7, 9 ' :
01.06 Technical Arts 1,9, 1017, 8, 10 i '
01.07 Amusement 2, 6 4, 5,7, 9 :
01.08 Modeling 3, 6 4, 9 t
02: SCIENTIFIC
02.01: Physical Sciences 1, 6,7,817, 8 i '
02.02 Life Sciences 1, 6,7,817, 8 : :
02.03 Medical Sciences 4, 5,7 4, 7, 8, 10 : '
02.04 Laboratory Technology 1,7, 9 8, 10 ' !
03: NATURE i
03.01 Managerial Work: Nature 1,2,7,9,10 }1,3,4,7,8 H H
03.02 General Supervision: Nature 5 9 1,3,4,7,8 i :
03.03 Animal Training and Care 2. 4, 6 1, 4, 7, 8 H
03.04 Elemental Work: Mature 1,3, % 1, 2 1
04: AUTHORITY
04.01 Safety and Law Enforcement 2,5, 6 1,3,4,6,7 ‘ o
04 92 Security Services 2, 3, 6 3,6,17 H :
05: MECHANICAL .
05.01 Engineering 1,2.6,7.8,5;1, 4,7, 8 : 1
05.02 Managerial Work: Mechanical 2,5,6,7,9 11,3,4,7,8 ' :
05.03 Engineering Technology 1, 7.9 7, 8, 10 :
05.04 Air and Water Vehicle Operation 1,5, 9 3,4,6,7,8,10 ' }
05.05 Craft Technology 1, 9, 10 1, 7, 8, 10 H :
05.06 Systems Operation 1, 9 1, 3, 8, 10 : :
05.07 Quality Control 1, 3, 9 7, 8, 10 ' '
[05.08 Land Vehicle Operation 1, 3,9 |8 H H
[05.09 Materials Control 1, 2, 3, 9 |4, 8, 10
[05.10 Zkilled Hand and Machine Work 1, 3, 9, 10{8, 10 g
[05.11 Equipment Operation 1, 3,9 s, 10 ' ] ¥
{05.12 Elementil Work: Mechanical 1, 3,9 |8, 10 ' o




06: INDUSfR IAL

06.01 Production Technology 1, 9,10 |3, 4, 8,10 i

06.02 Production Work 1, 3. 9, 10}2,3,4,8,10 i

06.03 Production Control 1, 3,9, 1042, 8, 10 !

06.04 Elemental Work: Industrial 1, 3, 9, 10j2, 10 ! :
07: BUSINESS DETAIL

07.01 Administrative Detail 2,5, 6 1,4,7,8 : ;

07.02 Vathematical Detail 1, 2, 3, 9 |2, 8, 10 H

07.03 Financial Detail 1, 2, 3 4, 8, 19 : i

07.04 Info. Processing: Speaking 2,3,6,9 1,88 '

07.05 Info. Processing: Records 2,3, 6 4, 8, 10 : H

07.06 Clerical Machine ..geration 1, 3,9 |2, 4,8,10 i :

07.07 Clerical Handling 1, 3 8, 10 H :
08: PERDUASIVE

08.07 Sales Technology 2, 5, 6, 7 |4,5,7, 8 H

G5.02 General Sales 2, 6 4,5,7,8 1

08.03 Vending 2, 3 4, 5 H :
09: ACCOMMODATING

09.01 ‘Hospitality Services 2, 5, 6 1, 3, 4,7 !

09.02 Barbering and Beauty Services 2,8, 9 1,4,7,8,10 i

09.03 Passenger Services 2, 3,9 4,17, 8 } :

09.04 Customer Services 1, 2, 3 4 H 1

09.05 Attendant Services 2, 3 4 H }
30: HUMANITARIAN

10.01 Social Services 4, 5,6, 8 11, 3, 4, 7

10.02 Nursing and Therapy Services 4, 6, 7 1,4,7,8,10

10.03 Child and Adult Care 2,3, 4 1,4,7,8,10 H :
11: SOCIAL/BUSINESS

11.01 Mathematics and Statistics 6, 7, 9 3, 7,8 : :

11.02 Educational & Library Services 2, 4, 5, 6 11, 3, 4,7 1

11.03 Social Research 6, 7, 8 1, 4, 7, 8 H i

11.04 Law 2, 5, 6, 8 11,4,5,7,8 i ]

11.05 Business Administration 2, 5, 6 1,3,4,7,8 i :

11.06 Finance 1,2,5.6.7,9 |4, 7. 8 i !

11.07 Services Administration 2,4,5,611,3,4,1 i ]

11.08 Communication 2,5, 6 1,3,4,7,8 H H

11.09 - otion 2, 5, 6 1,3,4,5,7 ] 1

11.10 Requlations Enforcement 2, f 1,3,4,7,8 : H

11.11 Business Management 2, 5 1,3,4,7,8 1

11,12 Contracts and Claims 2,5, 6 1,3,4,7,8 H H
12: PHYSICAL PERFORMING

12.01 Sports 5 4,5,6,7,8 i i

12.02 Physical Feats 5, 9 6,7 ' d
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ACTIVITY C

Preferences for Work Activities

Introduction

The time spent on a job is filled with work activities. These work
activities are beneficial to employers, otherwise they would not be
willing to pay money to the workers. However, the workers should also
receive some enjoyment or benefit from the activities since much of a
person's lifetime is spent on a job.

Almost everyone prefers some kinds of work activities to cther
kinds. Most occupations involve several different kinds of work activities.
You are likely to be more satisfied if you choose an occupation that allows
you to do more of the kinds of activities that you enjoy.

Watch the fitmstrip "Work Activities.'" This filmstrip
describes the ten different types of activities involved
in work.

The filmstrip, 'Work Activities,"” states that the ten types of activities
related to work are also related to leisure activities. You have had many
experiences performing these types of activities in both work and leisure.

After you see and discuss the filmstrip, complete the Work Activities
Checklist on the following page. This Checklist will help you identify
your preferences for certain types of work activities and then relate your
preferences to groups of occupationms.




WORK ACTIVITIES CHECKLIST

Everyone enjoys doing some activities more than other activities.

If you work in an occupation which has activities you enjoy, you are more

likely to be satisfied.

Directions: This checklist has ten types of work activities. Please
show how much you thip% you would like each type of activity by using
the following rating scale:

Ll  Would like the activity very much

L  Would like the activity

N  Would neither like nor dislike the activity
D Would dislike the artivity

D

D Would dislike the activity very much

Below, put a circle around the rating that best shows how much you would

like each type of work activity.

1. Activities Dealing with Things and Objects

Workers do physical work with materials and products. They often use

tools, equipment, or machiues.

How much would you like these activities? Circle one of the ratings.

LL L N D DD

2. Activities Involving Business Contact

Workers deal with others in business situations. They set up business

contacts to sell, buy, talk, listen, promote, and bargain.
Circle one of the ratings.
LL L N D DD

3, Activities That are Routine, Definite, and Organized

Workers usually repeat the same task many times. These tasks can
often be done in a short time. The worker seldom needs to make
decisions on how to do the work.

LL L N D DD
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5.

6.

Accivities Making Direct Personal Contacts to Help or Teach Others

Workers help others to improve their physical, mental, emotiomnal,
or spiritual well-being. Worl 'rs need to speak and listen well.
They may explain simple ideas, They may also deal with complex
ideas about human growth so they can teach, train, or help others.
Some workers may care for or train animals.

LL . L N D DD

Activities Resulting in Recognition or Appreciation from Others

Workers may lead, plan, control, or manage the work of others.
Some wcrkers may be involved in acting, sports, art, or music.
Workers are in jobs that receive recognition and appreciation
from others.

LL L N D DD

Activities Involving the Communication of Ideas and Information

Workers give ideas and information to cthers through writing,
acting, music, or designing. They may inform others through radio
or television. Workers may also be in direct contact with the
people they inform.

LL L N D DD

Activities That are Scientific and Technical

Workers may ccllect, record, study, and explain scientific infor-
mation. They may use scientific or technical methods, tools, and
equipment in their work.

LL L N D DD

Activities Using Creative Thinking

Workers use complex mental skills to create new ideas and products.
They may solve difficult problems or design new ways of doing
things.

LL L N D DD

Activities Involving Processes, Methods, or Machines

Workers may pian, schedule, process, control, direct, and evaluate
dats and things. There may be contact with people, but dealing
with people is not important to the work.

LL L | D DD
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10. Activities Involving Working on or Making Things

Workers use physical skills to work on or make products. Often
tools, machines, or measuring devices are used to make or change
a product. Workers may build, repair, or change products.

LL L N D DD

Summary of Interests in Work Activities

Directions: 1In the boxes below, rank your choices for work activities.
In the first box put the work activity number that would be your first
choice. 1In the second box put your second choice. Continue until you
have put your 10th choice in the last box.

First 2nd 3rd Ath 5th 6th Tth $th 9th Last
Choice Choice

Turn to your Worker Trait Group Chart. The work activities that are
most closely related to each of the Worker Trait Groups are listed in
Column 2. The numbers in the spaces are the same numbers for the work
activities used in Activity C. *

Directions: Look at Column 2 on your Worker Trait Group Chart. For each
Worker Trait Group on the chart, draw a c.rcle around the numbers of the
work activities that you renked as your first, second, and third choices.
Cross out the numbers of the work activities that you disliked or ranked
the lowest.

e
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ACTIVITY D

Preferences for Work Situations

Introduction

Dif ferent occupations involve different work situations. Some
situations require workers to be very pleasant in their contacts with
people. Other situations may require workers to perform under a lot
of pressure. People differ in their przferences for work situations.

Watch the filmstrip, ''Work Situations." This film-
strip describes ten different types of situations
involved in work.

After you see and discuss the filmstrip, complete the Work Situations
Checklist on the following page. This Checklist will help you identify
the kinds of work situations that you prefer as well as those you wish to
avoid. After you list your preferences for different work situations,
you will be able to relate your preferences to the different Worker Trait
Groups.




WORK SITUATIONS CHECKLIST

Different occupations will require that you work in different work
situations. You may like some work situations bettar than others. Having
work situations that you like will help you to be more satisfied with your
occupation.

Directions: This Checklist describes ten basic types of woarl
situations. Please show how much you think you would like ~h type
of situation by using the following rating scale.

LL Would like the situation very much

L Woulc lihg the situation

N  Woul¢ neither like nor dislike the situation
D Woulc dislike the situation

D

D Woul¢ dislike the situation very mich

Below, put a circle around the rating that best shows how much you would
like each type of worl situation.

1. Performing Duties Which Change Frequently

Workers perform a variety of duties, nften changing from one tisk

to another. The variety of duties requires workers to use different
skills, knowledge, and abilities. They may need to use differcnt
methods or materials. They may also have to change work locations.
In changing tasks, workers must be efficient and remain calm.

Circle one of the ratings.
LL L

Performing Routine Tasks

Workers do the same tasks over and over. They may not change the

tasks or the order in which they dio them. Work tasks are of short

duration and follow required steps. Very little judgment is required.
LL L N D Db

3. Planning and Directing an Entire Activity

Workers plan and direct an entire activity, project, or program. As
leaders, they supervise and are responsible for the work of others.
They make decisions and keep up-to-date on new information about
their work.

LL L N D DD

0]
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5.

6.

Dealing with People

Workers deal directly with other people. They must work with people
at a higher level than giving or taking insgtructions. Workers
must be pleasant and helpful in their contacts with people.

LL L N D DD

Influencing People's Opinions, Attitudes, and Judgments

Workers inflience people by changing their thinking and behavior.
Workers must be able to understand people and commuaicate with *hem.
They influence how people feel about a preduct, a service, or

other people. This influence is achieved by providing new
information or ideas in a direct or irndirect way.

LL L N D DD

Working Under Pressure

Workers deal with situations involving potential danger and risk.
Workers must maintain self-control and take decisive actior in
unexpected or critical situations. They may also be involred with
tasks where speed and close attention to detail create pressure.

LL L N D DD

Making Decisions Using Personal Judgment

Workers use personal judgment and the five physical senses to make
decisions. No standard or right answers exist upon which to base
the decisions. They are based upon the training, experience, or
artistic preferences of the workers.

LL L N D DD

Making Decisions Using standa~ds That can be tleasured or Checked

Workers make decisions based upon information or standards that
can be measured or checked. Facts and set methods are used
rather than personal judzment.

LL L N D DD

Interpreting and Expressing Feelings, Ideas, or Facts

Workers use creative thinking to interpret and express feelings,
ideas, or facts. Some workers focus on the process they use to
communicate, such as speaking, singing, or acting. Others
communicate through products, such as photographs, designs, songs,
or paintings.

LL L N D DD

82



10. Working Within Precise Limits or Standards of Accuracy

Workers must pay strict attentiou to details. Tasks must be
completed with accuracy within exact standards or time limits.
The quality of the product or service is directly related to
the performance of the workers.

LL L N D DD

Summary of Your Work Situations Checklist

situations. In the first box, put the work situation number that

Directions: In the boxes below, rank your choices of work

would be your first choice. In the second box, put your second
choice. Continue until you have put your last choi- in the last

First

box.
2nd 3d &th 5th 6th Tth $th ] Lost

Choice Choice

15

Directions: Look at Column 3 on your Worker Trait Group Chart. The code
numbers cf the work situations that relate to each Worker Trait Group are
listed in Column 3. The code numbers arc the same as those used on the
Checklist. In Column 3, circle the numbers of the work situations you
ranked as your first, second, and “hird choices on the Checklist. Cross

out the numbers of the work situations that you disliked or ranked the
lowest.
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ACTIVITY E

Aptitudes

Introduction

An aptitude is the ability to learn. Your level of aptitude indicates
the quic..ness or ease with which you can learn. You develop ynur aptitudes
through your life experiences. You have several different kinds of aptitudes.
Some aptitudes help you to learn math. Other aptitudes help you to develop
skill using your hands or fingers to do very fine work. Others help you
to become good at rcading blueprints.

You may have more aptitude in some arecas than others. Therefore,
you may be able to learn to do some things easier or quicker than other
things. Knowing the levels of your different aptitudes can help you
understand how nuch effort you may have to give in learning to do something
new.

Your aptitudes can help you learn to do the work required in various
occupations. Some occupations require higher levels of aptitude than others
for a worker to learn the needed skills within a reasonable amount of
time. Knowing your aptitudes can be helpful in establishing an occupational
preference.

Watch the filmstrip, "What Are Aptitudes?" This filmstrip
will help you learn more about aptitudes and how they
affect what people can do or learn to do.

Aptitude Levels

Each person has aptitudes which have bdeen developed over a period of
time. Usually, some aptitudes are developed to a higher level than other
aptitudes. Five different levels will be used to help you describe your
aptitudes. It is important that you keep these levels in mind as you
make an estimate of the aptitudes you possess. If you can do most of the
things at a level, go on to the next level and consider those activities.
Keep in mind that level 1 is higher than level 5. The five levels are:

Level 1 - a very high level of aptitude (top ten percent of the
population)

Level 2 - a high level of aptitude (top third of population not
including highest ten percent)

Level 3 - an average level of aptitude (middle third of population)

Level 4 - a low level of aptitude (lowest third of population not
including lowest ten percent)

Level 5 - a very low level of aptitude (lowest ten percent of
population)

84
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Aptitudes Related to Occ tions

The U.S. Department of Labor has identified eleven different aptitudes
which are related to occupations. Usually an occupation requires from one
to four of these aptitudes and it may require a higher level of one aptitude
than another. The eleven aptitudes have been related to occupations through
the Worker Trait Groups. Although some occupations in a Worker Trait Group
may not require all of the aptitudes indicated as significant for the group,
the information provided should be carefully considered in career planning.

Watch the filmstrip, '"Learning About Your Aptitudes.’
This filmstrip describes the eleven aptitudes and how
they relate fo occupations.,

Estimating Your Aptitudes

In order to arrive at an occupational preference which you have the
aptitude to learn wi:hout too much difficulty, it is important for you to
nave a reasonably ac:urate estimate of your aptitudes. You will then be
able to relate your :stimated aptitude levels to the requirements of
occupations you are <onsidering. The Aptitude Self-Estimate Record on
page 35 has been des gned to help you record your self-estimate for each
of the aptitudes listed in the Worker Trait Group:, and to use these
estimates as you con:ider various occupations.

Directions: On the following pages are descriptions of each of the
eleven aptitudes. 1Ior each level of each aptitude, there are clues
to help you make your self-estimates. Read th~ description and the
clues for each aptiiude. Complete your self~estimate of one aptitude
before moving on to the next. Consids* =ach aptitude carefully and
record your self-estimate on the Aptituvde Self-Estimate Record on
page 35. Compare yourself with people in general. The clues are
only examples so try to think of similar experiences you have had
which might indicate your level of this aptitude. Choose and record
the level which represents your highest self-estim:te even though
clues for lower levels describe things you have dore or can do. Be
sure you study the clues and understand each aptitude before
recording your self-estimate. Repeat this process for each aptitude.
After you have completedyour self-estimates for all aptitudes,

follow the instructions on the Aptitude Self-Estimate Record by
recording your level for each aptitude in the prop:r box on the
Aptituds Self-Estimate Strip. After you have completed the form,

it will be easier for you to compare your aptituues to those required
by the Werker Trait Groups.
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APTITUDES WHICH ARE RELATED TO OCCUPATIONS*

Aptitude G: General

General aptitude is the atility to understand instructions and facts
and their underlying reasonings. It includes being able to reason and make
judgements. General Aptitude is closely related to the ability to do well
in school. This aptitude is related to more Worker Trait Groups than any
other,

Clues

The clues listed below are related to each level of Aptitude G,
General.

Level 5: "I rate myself in the lowest ten percent of people my age."

e I need someone to explain the instructions to me when I
assemble or make something.

e 1 usually received special help in school ard still found
it difficult.

Level 4: "I rate myself in the bottom third but not as low as the bettea
ten percent of people my age."

o My grades in basic subjects (English, math, social studies,
science) were mostly D's.
e I can follow instructions if they are given clearly.

Level 3: "I rate myself about average, or in ~he middle third of people
my age."

e My grades in basic subjects {English, math, social studies,
science) were mostly C's.
e I can do things that require problem solving, such as in the
following activities.
(a). File materials according to the alphabet or some other
method.
(b). Take care of a person who is ill or is recovering from
an accident or operation.,
(c). Assemble a b.cycle or other equipment which has been
purchased unassembled.
(d). Knit, crochet, sew, or similar activities.
(e). Sell cickets or merchandise and keep the necessary records.

Level 2: "I rate myself in the top third but not in tle top ten percent
of people my age."

¢ My grades in basic subjects (English, math, social studies,

science) were mostly B's,

*As developed by the U.S. Department of Labor.
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I have built complex working models which require reading
blueprints or detailed diagrams.

I have received an "Excellent" rating in a science fair.
I regularly do voluntary reading of books and magazines.
I have no difficulty in using the card file to locate
materials in the library.

Level l: "I rate mwrelf in the top cen perceht of people my age."

e My grades in basic subjects (English, math, social studies,
science) were mostly A's.

e I can solve difficult problems in math or science.

e I have received a "Superior" rating in a science fair.,

e I have won awards or recognition in writing or speaking contests.

e I have tutored students in their schoolwork.

Note: If you are able to understand snd work this exercise, you should
rate yourself above Level 5.

Aptitude V: Verbal

Verbal Aptitude is the ability to understand the meanings of words
and ideas and to use them to present information or :deas clearly. It
includes the ability to understand the meanings of whole sentences and
paragraphs and also to zommunicate information and ideas to others.

Clues

The clues listed below are related to each level of Aptitude V,
Verbal.

Level 5: "I rate myself in the lowest tem percent of people my age."
e I had a lot of difficulty with most high sc'.uol subjects which

required much readingor writing.
e I almost never read newspapers, magazines, v books.

Level 4: "I rate myself in the bottom third Lut not as low as the bottom

ten percent of people my age."

e My grades in Eng:ish an. social studies were mostly D's.

e I had difficulty in writing reports or giving oral reports.

e It is sometimes ha.d for me to follow instructions when I
assemble models, nake jewelry, or sew.

e I can usually follow recipes for cooking or baking.
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Level 3: “I rate myself about average, or in the middle third of perple
my age."

e My grades in English, social studies, and foreign language
were wmostly C's.

e My grades on book reports, themes, term papers, and oral
reports were mostly C's.

e I know spelling, grammar, ard punctuation well enough to
notice and correct obvious mistakes.

» I am average when I play word games and worc puzzles.

e I can follow printed instructions for making jewelry,
assembling models, or sewing.

Level 2: "I rate myself in thz top third ut no:: in the top tem percent
. of people my age."

e My grades in English, social stud’-~3, and foreign language
were mostly B's.,

e My grades on book reports, them.s, term papers, and oral reports
were mostly B's,

o I seldom make grammatical errors in written work and notice them
when others make them in writing or speaking.

e 1 have no difficulty in understanding the books I read in
school or for pleasure.

3 I am better than aveige when playing word games and working
word puzzles.

Level 1: "I rate myself in the top ten percent of people my age."

e My grades in such subjects as English, social studies, and
foreign language were mostly A's.

e I have won awards or recognition in writing, public speaking,
or debating.

e My grades on book reports, themes, term papers, and oral reports
were mostly A's.,

e I have written articles for the school paper or for other
puodlications.

e I often win at word games such as Scrabble or Password.

e I can solve crossword puzzles, znagrams, and other word problems
quickly and correctly.

Note: If you are able to understand and work this exercise, you should
rate yourself above Level 5.

Aptitude N: Numerical

Numerical Aptitudz ‘s the ability to do arithmetic operations quickly
and ~rrectly. It also includes the ability to solve arithmetic or story
probluoms.

Level 5: "I rate myself in the loweg: ten percent of people my age."

e I had a lot of difficulty with most high school subjects which
required the use of arithmetic. f;
8
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o 1 have difficulcy measuring things correctly.

o 1 have difficulty counting my change when I buy something at the
store.

Level 4: "I rate myself in the bottom third but not as low as the bottom
ten percent of people =y age."

e My grades in mathematics and sciance were mostly D's.

e I can measure an object or figure its height, width, and depth.

e I can follow 2 receipe to measure and mix ingredients to cook
or bake.

e I frequently have trouble balancing my checkbook.

Level 3: "I rate -yself about aversge, or in the middle third of people
my age."

e My grades in mathematics and science were mostly C's.

o I can add; subtract, multiply, and divide numbews with about
avera_ e speed and accuracy.

I have held a job (such as a paper route) which required me
to keep correct records of money or materials.

I have a hobby whicl. requires correct use of mathematics.

I can adjust the proportions of a recipe to increase or
decrease the quantity to be prepared.

Lovel 2: "I rate myself in the top third tut not in the top ten percent
of people my age."

My grades in mathematics and science were mostly B's.,

I can multiply and divide decimals and fractions quickly and

correctly.

e I know how to use a slide rule or a pock t calculator with
memory features.

® 1 can use formulas to compute areas, volumes, interest rates,
etc.

e I can usually solve puzzles and word problems which require
the use of mathematics qui.'ly and correctly.

e I have a hobby which requires accurate use of mathematics.

Level 1: "I rate myself in the top ten percent of people my age."

o My grades I\ mathematics and science were mostly A's.,

e 1 can use a.g2bra and other advanced mathematics to fiad the
answers to questions.

o I can use a slide rule or pocket calculator quickly and
correctly to solve difficult problems in mathematics.

e I can solve puzzles and word problems which require the use
of mathematics very quickly and correctly.
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Aptitude S: Spatial

Spatial Aptitude is the ability to look at flat drawings or pictures of
objects and form mental images of them in three dimensions--height, width,
and depth. Tt includes the ability to see how an object shown in a flat
drawing or picture would actually look as a solid object. This aptitude is
required { - such tasks as drawing or reading blueprints, or working
solid geometry problems.

Clues

The clues listed below are rel ted to each level of Aptitude S, Spatial.
Level 5: "I rate myself in the lowest tem per:ent of people my age."

e I have difficulty in working with drawings and diagrams or
with sizes, shapes, and arrangements.

e I cannot accurately estimate such things as distance, height,
weight, or speed.

Level 4: "I rate myself in the bottom third but not as low as the bottom
{ ten percent of people my zge."

e My grades in art, geometry, sewing, and mechanical drawing

were mostly D's,

I cannot draw, paint, or carveor mold figures very well.

I can use a needle and thread tosew on buttons, hooks, patches, etc. C

I enjoy arranging things so that they look nice.

I can arrange packages in a large container such as a grocery

sack or a car trunk to make them fit.

e When I play chess, checkers, billiards, or shuffleboard, I seldom
wiln.

o I seldom woric block puzzles or jigsaw puzzles because I find them
difficult.

® & & 5

Level 3: "I rate myself about average, or in the middle third of people
my age."

e My grades in art, geometry, sewing, and mechanical drawing were
mostly C's.

e I am average in drawing, painting, or sculoturing.

e I can dance (modern or ballet‘ well.

e I can sew clothes from a pattern.

e I am an average chess, checkers, billiar¢ -, ov shuffleboard
player.

o I can solve block and jigsaw puzzles but lose interest in the
hard ones.

o I can usnzlly read drawings or diagrams for assembling models
or doing electrical work.




Level 2: "I rate myself in the top third but not in the top ten percent
of people my age."

My grades in art, geometry, sewing, and mechanical drawing
were mostly B's,

1 can make my own clothing quite well.

1 can draw, paint, or sculpture better than average.

I have won recognition or awards for modern or ballet darcing.
I am a better chan average chess, checkers, billiards, or
shufflebcard player.

I can solve block and jigsaw puzzles better than most people.
I can read and understand electronic circuit diagrams. I can
also assemble or repair radios or high fidelity components.

Level 1: "I rate myself in the top ten percent of people my age."

e My grades in art, geometry, sewing, and mechanical “rawing were
mostly A's,

e I have received awards or recognition for drawings, paintings, or
sculpture.

e I have won awards or recognition for clothes desigring or sewing.

e When I play chess, checkers, billiards, or shuffleboard, I
usually win,

o I quickly solve difficult block puzzles and jigsaw puzzles.

¢ I have no difficulty in reading complicated wiring diagrams
and drawings or plueprints.

o I assemble models from kits, repair radios or high fidelity
components correctly and well.

Aptitude P: Form Perception

Form Perception is the ability %o observe detail in objects or
drawings and to notice differences in shapes or shadings. It includes
the ability to notice detai) in pictorial or graphic material! and to make
visual comparisons. It also includes the ability to see differences in
shapes and figures or in the width or length of iines.

Clues

The clues listed below are related to each level of Aptitude P,
Form Perception.

Level 5: "I rate myself in the lowest ten percent of people my age."
o I have difficulty in recognizing differences or likenesses

in sizes or shapes.
o I never work puzzles which make me put things together.

Level &4: "I rate nyself in the bottom third but not as low as the lLottom
ten percent of people my age."

e My grades in art, science, shorthand, and mechanical drawing
were mostly D's.

91

23




7y

1 seldom work jigsaw puzzles because I f{ind them difficult.
I have no difficulty in sorting nuts, Lolts, sciews, and
similar items according to s:ze and shap=.

I can iron clothing neatly.

I can tell when fruits and vegetables zre ready for picking.
I seldom paint.or do other art %ork because 1 dc not like the
way my work looks.

I can repair and glue furniture parts, pictur: frames, and
wooden objects.

Level 3: "I rate myself about average, or in the midadle third of people

my age."

My grades in art, science, shorthand, and mechanical drawing
were mostly C's.

I can use a camera to take attractive photographs.

T can usually solve jigsaw puzzles.

I usually notice when pictures, mirrors, or other objects
are slightly crooked.

I can use a sewing machine and follow a pattern.

I can identify cafs by make, model, and year.

I can identify trees from their shape, leaves, and bark.

Level 2: "I ratie myself in the top ten but not in the top tem percent

of peucle my age."

My grades i art, science, shorthand, and mechanical drawing were
mostly B's.

I have won recognition or awards in photography or industrial
arts.

1 can develop, print, and enlarge my own photographs.

I can usually solve difficult jigsaw puzzles.

I design cloth.ng, furniture, toys, or models well.

I can print or do other art work well.

Level 1: "I rate myself in the top ten percent of people my age.”

My grades in art, science, shorthand, and mechanical drawing
were mostly A's,

I can quickly see small differences in the shape or size of
similar objects even when wost people cannot.

1 can use a microscope to study the important details of
biological specimens.

I cawu solve difficult jigsaw puzzles very well.

1 have won recognition or awards for original design, such
as clothing, furniture, or art work.

52
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Aptitude Q: Clerical Perception

Clerical Perception is the ability to observe differences in printed
or written copy, proofread words and numbers, and avoid careless numerical
errors. It includes the ability to check--quickly, correctly, and at a
glance--whether objects are properly made or tasks correctly done. Examples
may include the following tasks.

¢ Making sure that a sewing machine is properly threaded.
e Inspecting an item for flaws.

e Checking whether assembled parts fit well together.

® Avciding er:-ors when copying materials.

Clues

The clues listed below are related to each level of Aptitude Q,
Clerical Perception.

Level 5: "I rate myself in the lowest ten percent of people my age."

e School subjects which require figuring or close attention to
detail were difficult for me.

o I have difficulty in finding misspelled words on a page.

e It is difficult for me to look over a column of numbers and
find any that are incorrect.

e I frequently have trouble balancing my checkbook.

Level 4: "I rate wmyself in the bottom third but not as low as the bottom
ten percent of pecople my age."

2 My grades in business subjects, English, and mathematics were
mostly D's.

e 1 can usually follow recipes for cooking or baking.

e It is difficult for me to follow detailed instruction or
keep accurate “ecords.

e I make a lot of careless mistakes in spelling and arithmetic.

Level 3: "I rate myself about average, or in the middle third of people
my age."

e My grades in business subjects, English, and mathematics were
mostly C's.

® I can file materials according to the alphabet or some other system.

o I can follow written instructions to knit, crochet, weave, sew,
cook a meal, or bake cookies.

o I can read diagrams and follow most instructions for assembling
a model or a piece of equipment.

e When I play games that require a fast and accurate use of words
and numbers, I am an average player.

¢ When I make mistakes in arithmetic and spelling, I usually
notice them when I check my work.
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Level 2: "I rate myself in the tcp third but not in the top tem percent ‘
of people my age."

e My grades in business subjects, English, and mathematics were
mostly B's,

e I can copy records and reports quickly and correctly by hand
or'with a typcwriter.

e I have done a good job as a club's secretary ov treasurer, or
as an athletic team's ma.ager.

o I can use the card file to locate materials in the library
quickly and correctly.

e As a newspaper carrier or cashier in a grocer) store, I have kept
records or handled money well.

e I can read and follow cooking or sewing instructions easily.

e I seldom make errors in spelling, punctuation, or simple
arithmetic. I quickly notice such errors when others make them.

Level 1: "I rate myself in the top ten perceat of people my age."

o My grades in business subjects, English, and mathematics were
mostly A's,

o When I play games that require a fast and accurate use of
numbers, I am an excellent player.

o I excel in hobbies which require following detailed instructions
or d.agrams.

Aptitude K: Motor Coordination I

Motor Coordination is the ability to move the eyes and hands or
fingers together to pirfcrm a task rapidly and correctly. This includes
making the eyes and hands or fingers work together to perform tasks
such as the following.

Guide objects into position.

Sort or assembie parts.

Operate a typewriter or other office nachine.

Perform surgery or dental work in a ripid and

accurate manner.

MzVe accurate movements rapidly in response to a signal
or an observation.

Clues

The clues listed below are related to each level of Aptitude K,
Motor Coordination.

-

Level 5: "I rate myself in the lowest tenm pezcent of people my age."

e I cannot perform tasks that require fast and accurate use
of my eyes, fingers, and hands. '

94
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Level 4: "I rate myself in the bottom third but not as low as the bottom

ten percent of people my age."

My grades in typing, shorthand, physical education, industrial
arts, or home economics were mostly D's.

My grades on shop projects were mostly D's.

I can do physical work if it does not require precise movements.
I am not active in sports.

I have had part-time jobs such as washing cars, raking leaves,
or doing general cleaning, and performed satisfactorily.

Level 3: "I rate myself about average, or in the middle third of people

my age."

My grades ir typing, shorthand, physi-al education, industrial
arts, or home economics were mostly C's.

My grades on shop projects were mostly C's,

I was active in varsity sports and was an average player.

I have had part-time jobs such as delivering papers, taking
care of lawns, or working at & drive-in, and performed well.

Level 2: "I rate myself in the top third but not in the top ten percent

of people my age."

My grades in typing, shorthand, physical education, industrial
arts, or home economics were mostly B's,

My grades on shop projects were mostly B's.

I am a good ping-pong, golf, swimming, basketball, softball,
or volleyball playcr.

I can paint, sew, assemble models, knit, work fine metal or
wood, play a musical instrument, or twirl a baton quite well.
I have had part-time jobs as a typist, cashier, playground or
assembly worker, and performed well.

“.2vel 1: "I rate myself in the top ten percent of people my age."

My grades in typing, shorthand, physical education, industrial arts,
or home economics were mostly A's.

My grades on shop projects were mostly A's.

I excel in one or more sports such as ping-pong, golf, swimming,
basketball, softball, or volleyball.

I excel in dancing, painting, playing a musical instrument, or
target shooting.

O
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Aptitude F: Finger Dexterity e

Finger Dexterity is the ability to move the fingers to work with
small objects rapidly and correctly. It includes the abil.ty fo use
the fingers to perform tasks such as the following.

e Surgery and dental work.

e Typing and taking shorthand.

o Playing a musical instrument.

e Doing fine work with hand tools.

Clues

The clues listed below are related to each level of An.titude F,
Finger Dexterity.

Level 5: "I rate myself in the lowest ten percent of people my age."

e I cannot perform tasks which require small detailed work with
my fingers.

Level 4: "I rate myself in the bottom third but not as low as the botiom
ten percent of people ny age."

e My grades in typing, shorthand, industrial arts, or home
economics were mostly D's.

e I can mend my clothes or adjust hems.

e I can refinish furniture, pick berries, peel fruits, or
prepare vegetables for cooking.

o 1 cannot do very fine work with my fingers very well.

Level 3: "I rate myself about average, or in the middle third ¢ people
my age."

e My grades in typing, shorthand, indust::al zrts, or home economics
were mostly C's,

o I help make some of my cloties.

e I can build models, crochet, carve wood, assemble or repair
small equipment fairly well.

® I can repair broken extension cords, leaky faucets, or broken
toys.

Level 2: "I rate myself in the top third but not in the top ten percent
of people my age."

e My grades in typi~  shorthand, industrial arts, or home
economics were .ty B's,

e I played in the school band or orchestra.

I make many of my own clothes.

e I can build models, crochet, carve wood, assemble or re_air
small equipment, or sculpture quite well.

06
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Level 1: "I rate wmyself in the top ten percent of people my age."

e My grades in typing, shorthand, industrial arts, or home
economics were mostly A's,

e I have received awards or recognition as an instrumental
musician. ‘

e I can build models, sew, carve wood, assemble or repair
small equipment, or sculpture expertly.

Aptitude M: Manual Dexterity

Manual Dexterity is the ability to m.ve the hands with ease and skill
and to work with the hands in placing and turning motions. It includes
the ability to use the hands to perform tasks such as the following.

Directing a band or orchestra.
Designing displays or exhibits.
Building models.

Working as a juggler or acrobat.
Making furniture.

Operating shop equipment.
Grooming pets.

Clues

The clues listed below are related to each level of Aptitude
M, Manual Dexterity.

Level 5: "I rate myself in the lowest ten percent of people my age."

e 1 cannot periorm tasks which require the use of one or both of
my hands quickly and correctly.

Level 4: "I rate myself in the bottom third but not as low as the bottom
ten percent of people my age.”

My grades in physical education, home economics, industrial
arts, or instrumental music were mostly D's.

e I can use a hammer or pliers to make simple repairs. I can

also use a paint brush or roller to paint a room.

I can wash windows and polish furniture well.

1 am not a very good volley»all, basketball, tennis, or baseball
player.

Level 3: "I rate myself about average, or in the middle third of people
my age."

e My grades in physical education, home economics, industrial arts,
or instrumental music were mostly B's and C's.

0
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¢ I do odd jobs around the house, such as repairing extension
cords or decoraving rooms and rearranging furniture.

e I can trim shrubbery, plant a garden, or use a power mower
quite well,

e I am an active and average volleyball, basketball, tennis, or
baseball player.

Level 2: "I rate myself in the top third but not in the top ten percent
of people my age."

e My grades in physical education, home economics, industrial arts,
or instrumental music were mostly A's and B's.

9 I make many of my own clothes.

e I played an instrument in the school band or orchestra.

e I do magic tricks or puppetry well enough to entertain an
audience.

e I perform well in activities such as juggling, judo, or
gymnastics.,

e I can use hand tools such as saws, screwdrivers, or paint brushes
quite well.

e I am a good volleyball, basketball, or tennis player.

Level 1: "I rate myself in the top ten percent oi people my age."

e My grades in physical education, home economics, industrial
arts, or instrumental music were mostly A's.

e I can play one or more musical instruments very well.

e I have won recognition or awards in painting, carving, sculpturing,
or industrial arts.

o I excel in such sports as volleyball, basketball, or tennis.

Aptitude E: Eye-Hand-Foot Coordination

Eye-Hand-Foot Coordination is the ability to move the hands and feet
together in response to visual signals or observations which indicate the
need to react. It includes such tasks as piloting a plane, driving a car
or tractor, operating a duplicating machine, or playing ball.

Clues

The clues listed below are related to each level of Aptitude E,
Eye~Hand-Foot Coordination.

Level 5: "I rate myself in the lowest ten percent of people my age."

e I have difficulty in sports which require running, jumping, or
throwing and hitring a ball quichly or correctly.
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Level 4: "I rate myself in the bottom third but not as low as the bottom

‘ ten percent of people my age."

e My grades in physical education were mostly D's.

5 1t would be very hard for me to play an instrument and do
marching formations at the same time.

e I am not active in basketball, volleyball, tennis, or
similar sports because 1 am not very good in them. )

e I can mow the lawn, take care of the garden, bathe the dog,
or do general hecusework.

Level 3: "I rate myeelf about average, or in tho =iddle third of people
my age."

e My grades in physical education were mostly B's and C's.
e I was in the marching band.

e I can ride a bicycle or operate a riding mower.

e I am an average tennis, volleybail, or basketball player.
e I can drive a car with a stick shift.

Level 2: "I rate myself in the top third but not in the top ten percent
of people my age."

My grades in physical education were mostly A's and B's.

I can twirl a baton, ice~skate, ride a bicycle, or perform
gymnastics quite well.

I am a good tennis, volleyball, baseball, or basketball player.
1 have had dancing lessons and performed well in dance recitals.

‘Level 1: "I rate myself in the top ten percent of people my age."

My grades in physical education were mostly A's.

1 have performed as a solo ballet dancer. 1 have also had
advanced training in other forms of dance.

1 have won awards or recognition as a gymnast.

1 can play difficult music on the organ.

1 have won awards or special recognition for baton twirling.

1 excel in one or more of the sports which require use of eyes,
hands, and feet.

Aptitude C: Color Discrimination

Color Discrimination is the ability to see likenesses or differences
in colors or shades to identify or match colors and to select colors
which go well together. It includes the abili.y to recognize harmonious,

contrasting, or specific colors and shades in order to perform tasks such
as the following:

e Art work or decorating.
e Analyzing chemicals, metals, or animal tissues.

‘ e Mixing paints.

Q S;ED
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Clues

The clues listed below are related to each level of Aptitude C,
Color Discrimination.

‘Level 5: "I rate myself in the lowest ten percent of people my age."

e I cannot select colors that people say go well together.

o 1 prefer to buy clothes with someone's help to make sure that
the colors go well together.
o I am color blind.

Level 4: "I rate myself in the bottom third but not as low as the bottom
ten percent of people my age."

o My grades in art were mostly C's and D's.

e 1 have never taken art as an elective subject.

o When I plan my wardrobe, I usually nead someone's help to
make sure the colors go well together.

e I can see the difference between red and green traffic lights.
However, it is difficult for me to see differences in colors
which are not so bright and clear.

Level 3: "I rate myself about average, or in che middle third of people
my age."

o My grades in art were mostly B's and C's.

o I take quite good colored pictures with my camera. I can
recognize colors that are not sharp or clear.

o I plan my clothes so colors go well Zogethar.

o I have helped design scenery for a play.

Level 2: "I rate myself in the top third but not in the top ten percent
of people my age."

My grades in art were mostly A's and B's.

I have designed some of my clothes.

I am often asked to make posters for school activities or other

events.

o I have selected the colors and the fabrics to decorate my own
room or other rooms in the house.

e I can almost always recognize fine differences in color tones or

shades.

Level 1: "I rate mysell in the top ten percent of people my age."

o My grades in art were mostly A's.

o I have won awards or recognition for painting or have sold
some of my art work.

o I design my own clothes.

o I can easily tell differences between very similar tints and
shadings of color.
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' The Aptitudes Index

On pages 36-38 you will find a table called the Aptitudes Index. This
table showe the aptitudes and aptitude levels required by occupations in
each of the Worker Trait Groups. For example, the first line shows that
the occupations in the Literary Arts (such as Copy Writer or Editorial
Writer) require General Aptitude and Verbal Aptitude comparable to the top
third of the population. None of the other aptitudes are shown as impor-
tant for occupations in this group. The 1-2 rating indicates that some
occupations in the group require the top ten percent while others require
the top third, not inciuding the top ten percent.

This information is also included in each Worker Trait Group descrip-
tion in your Worker Trait Group Guide. However, the Aptitudes Index makes
it possible for you to compare your aptitudes with the requirements of
various Worker Trait Groups with much less time and effort. This will help
you as you match your self-estimates with job requirements.

Comparing Your Aptitude Self-Estimates With Job Requircments

This part of Activity E will help you determine how well your aptitudes
match those required by occupations you are exploring. It can also help you
identif¥ occupations which fit your aptitudes but which you haven't pre-
viously considered.

Record, the Aptitude Self-Estimate Strip, and the Worker Trait Group Chart
for this part of Activity E. First, your instructor will give you a copy
of the aptitude self-estimate strip like the one along the edge of page 35.
Record the level of your estimate for each aptitude in the appropriate box.
Put your name on the strip so it will not be lost. Be sure to check the
aptitude numbers to be sure they are accurate, then place the strip on the
Aptitudes Index so that each of your aptitude estimates lines up with the
same aptitude on the Index. You can now slide the strip along the Index
in order to compare your aptitude estimates with the requirements of any
Worker Trait Group in which you have some interest, and to discover other
groups which match your aptitude pattern. Do this by taking the following
steps in the order shown:

i
\
Directions: You will use the Aptitudes Index, your Aptitude Self-Estimate

Step 1. Line up your Aptitude Self-Estimate Strip with the Worker Trait
Group in which you are most interested. The aptitudes which have entries
in the boxes for that Worker Trait Group are the ones considered most
important for occupations in that group. Compare your self-estimate with
the requirements for each aptitude shown. If your self-estimate is equal
to or higher than the level shown on the Aptitudes Index, write down the
letter of that aptitude in the (+) side of column 4 on the Worker Trait
Group Chart. Leave room on the chart to enter the letters for other apti-
‘ tudes in the same space. (Remember that Level 1 is high and Level 5 is
low.) If your aptitude level is lower than that shown on the Index, write
down the letter for that aptitude on the (-) side in column 4. Complete
this process for all aptitudgs required by that Worker Trait Group. '

R

Q o I.CXE




34

Step 2. Slide your strip along the Aptitudes Index and repeat Step 1
for every Worker Trait Group in which you have some interest (those you
marked with a check or a question mark in column 1).

Step 3. Now look at your Aptitude Self-Estimate Record on your apti-
tude record strip and find the aptitude or aptitudes on which you rated
yourself the highest. Look at the Aptitudes Index and find any Worker
Trait Groups which include that aptitude as being important. 1If you
meet or exceed all of the aptitude levels related to that Worker Trait
Group, write dosm the letters for the required aptitudes on the plus
side of column 4 for the appropriate Worker Trait Group even though you
had not indicated an interest in the group earlier. Use your judgment
as you complete this step, and do not record aptitudes for any Wurker
Trait Group which you would obviously dislike or be unwilling to prepare
for. You may also want to record your aptitudes fur a group that looks
interesting, even if you have an aptitude estimate on the minus side.




APTITUDE SELF-ESTIMATE RECORD

Directions: In the box below, each aptitude is listed. Place an X in the column indicating the level at

which you rate ycurself for each aptitude. Compare yourself with the general working population. Read the
aptitude descriptions and definition at each level. Be as accurate as you can. Am accurate record will
help you in your career exploration.

After you have estimated your level for each aptitude, write those LEVEL NUMBERS in che proper boxes on the
Aptitude Self-Estimate Strip your instructor will provide. You will then be ready to relate your aptitude
self-estimates to Worker Trait Group aptitude requirements.

LOWEST THIRD MIDDLE THIRD HIGHEST THIRD

APTITUDES ! 10% 23% 3% 23% 10%
Level 5 Level 4 ﬁl.cvel 3 Level 2 Level 4

General

Verbal

Numerical

Spatial

Form Perception
Clerical Perception
Motor Coordination
Finger Dexterity
Manual Dexterity
Eye-Hand-Foot Coordination
Color Discrimination

Olm]|E|n|x|0O|vlrn|zl<|w

Your instructor will give you an Aptitude Self-Estimate Strip like the one below. Use it to record the level

of your Aptitude Estimates in the appropriate boxes. You will need the strip to use with the charts on the
follewing pages.

RECORD THE LEVEL
NUMBER HERE »

APTITUDE CODK G v R S P Q K F M E Cc
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APTITUDES INDEX

WORKER TRAIT GROUP KEY APTITUDES BY LEVEL
No. Title G| V| N|] S| PIQ| K| F
0101 | Literary Arts 1-2 1.2
01.02 | Visual Arts 23 2 2 23 | 123
01.03 Performing Arts: Drama 2 2 )
01.04 | Performing Arts: Music 1-23 | 1-2.3 23 23 2 2
4 01.05 Performing Arts: Dance 2-3 23 23
01.06 | Technical Arts 3 2.3 23 3 23
0107 | Amusement .3 3
0103 | Modeling 34 34
5] 02.01 | Physical Sciences 1 1 1-2 2 3 3
02,02 | Life Sciences 1 1-2 1-2 | 1.23] 1-23 23
02,03 | Medical Sclences 1 1.2 1-2 1-2 1-2 23 1-2
02.04 | Laboratory Technology 23 2-3 3 23 34 3 3
'l 03.01 Managerial Work: Nature 23 3 3 3-4 34
03.02 | General Supervision: Nature| 3 3 3 3
03.03 | Animal Training and Care 3-4 34 34 34 34
03.04 Elementary Work: Nature 34 3-4 4
[ 0401 | Safety and Law Enforcement | 2-3 | 2.3 ‘ 34
04.02 | Security Services 3 3 34 4 3-4
05.01 | Engineering ' 1-2 1-2 1.2 2 23
05.02 | Managerial Work: 2 2 23 23 3 3
Mechanical
05.03 | Engineering Technology -2-3 23 23 23 3 23 23
05.04 | Air and Water Vehicle 2 23 23 2 23 3 3 34
Operation
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APTITUDES INDEX

WORKER TRAIT GROUP

KEY APTITUDES BY LEVEL

No. Title G|V N|SI"P| Q| K M| E
0505 | Craft Technology 3 3 | 23] 23 3 3 2-3
" 05.06 | Systems Operation 3 3 3 3-4 34 3-4 3-4
05.07 | Quality Control 3 3-4 3 3 3-4
0508 | Land Vehicle Operation 3 3 3 3 2
0509 | Materials Control 3 3 3 3 3-4
05.10 | Skilled Hand and Machine 34 3 3 3 3-4 3
Work
05.11 Equipment Operation 3 3 3 2 3-4
05.12 | Elemental Work: Mcchanical 3-4 3-4 3-4 3
0601 | Production. Technology 3 3 3 3 3 3 3
0602 | Production Work 3 34 | 34 34 | 34 | 3
06.03 | Production Control 3 3-4 3 3-4 3-4 3
06.04 | Eleinental Work: Industrial 4 3-4 34 3-4 3
07.01 Administrative Detail 2-3 2.3 3 2.3
$702 | Mathematical Detail 3 3 3 2-3
07.03 Financial Detail 3 3 3 3-4
0704 | Information Processing —- 3 3 3-4 23 54
Speaking
07.05 Information Processing — 3 3 34 2-3 3-4
Records
07.06 Clerical Machine Operation 3 2-3 2-3 3 3-4
07.07 | Clerical Handling 3-4 34 3 3-4 3-4
08.01 Sales Technology 2-3 2-3 2-3 3 3
08.02 | General Sales 3 3 3 3
08.03 Vending 4 4 3-4 3.4 3.4
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APTITUOES INDEX
. WORKER TRAIT GROUP KEY APTITUDES BY LEVEL
No. Title GV N|[S|IP]Q[X|[FIM[E[ C
03,01 | Hospitality Services 3 3 34
09.02 | Barhering and Beauty 3 3 3 2-2 2 3 3 3
o Serviees
" [0903 | Passenger Services 3 34 | 3 3 3 3
09.04 | Customer Services 34 3-4 34 34 34 4 3-4
02,05 | Attendant Services 34 34 4 34
10.01 Sacial Services 1.2 1.2 3
1002 | Nursing and Therapy 2 2-3 2.3 3 3 34 3-4 3 3
Services
1003 | Child and Aduilt Care 3 3 34 34 34 3
11.01 Mathematics and Statistics 1.2 1-2 1.2 2 2
11.02 Educational and Library 1-2 1.2 3 23
Services
1103 | Social Rescarch 1.2 1-2 2-3 2-4
1104 | Law 1-2 1 1-3 3
11.05 Business Administration 2 2 23 3
11.06 Finance 2 2 2 2-3
3 1107 | Services Administration 2 2 3 3
1108 § Communications 1-2 1 3 3
11.09 Promotion 2 2 23 3-4
11.10 Regulations Enforcement 2-3 2-3 3 34 34 3
1111 Business Management 2.3 2-3 3 34 3
11.12 | Contracts and Claims 2 2 3 3
1201 | Sports 3 3-4 34 -4 34 2 2 2 1
1262 | Physical Feats 3 2 3 2-3 23 2-3 1-2
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Some Important Things tuv Remember

The aptitudes .elated to the Worker Trait Groups relate to the
types of skills and abilities requ.red by workers in that field.

The level of aptitude listed on the Aptitudes Index indicates
the level rated for average satisfactory performarnce.

When your aptitude levels are lower thar those listed for Wor'..r
Trait Groups you are exploring, it means you MAY have difficulty
in learning the types of skills or knowledge required. It does
not mean that you cannot learn them.

Interest and motivation are very important in developing skills.
They can help to overcome difficulties you may have because of
lower aptitude levels.

You may have special abilities not measured or defined by the
aptitudes used in this activity. Art and music are two avamples.
You should identify Worker Trait Groups related to any such special
abilities you possess.

Estimating your aptitudes is a helpful experience. In areas where
you have had more experience, your estimates are usually better.
When your experience is limited, your estimates may be less valid.
I1f you feel you have had limited experience in areas related to
any of the aptitudes, be sure to discuss it with your instructor.

Remember, what you have written down are only estimates based on
experiences or abilities you recall. [1f, later on, you remember
experiences you have had, or if you have new experiences which
indicate that you pctssess certain aptitudes at a higher or lower
level than you estimated, you should changc your ustimates. You
should then recxamine the Aptitudes Index, using your corrected
aptitude self-estimates.

1n8
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ACTIVITY F

Areas of Knowledge and Competency

Introduction

People can increase their knowledge and skills through experiences
in school, work, play, special training, or lite. Such experiences build
competencies that can be heipful in various occupations.

Competencies gained through any of these experiences can help you
identify occupational preferences. For example, typing can relate to
different types of clerical occupations; biology can relate to various
health occupations. Recognizing your competencies can help you decide
whether or not you are ready to entar an occupation or tc get more training.

This activity will help you learn more about the relation of your
knowledge and skill to Worker Trait Groups or occupations you are exploring

or may want to investigate.

Credentials and Competencies

The things that you can do well are called your competencies. You
develop competencies through education, training, work experience, and
hobbies and other activities and experiences. Sometimes as you develop
competencies you receive written or other evidence, such as a diploma,

a license, or an award to show what you have accomplished. These are called
credentials and can be used to show what you should be able to do.

Watch the filmstrip "Credentials and Competencies: Get
Ready, Get Set--Go!" This filmstrip will help you under-
stand your competencies and credentials and how you can
use them in career planning.

The filmstrip should help you answer questions such as the following,
which you may want to discuss with fellow students:

1. What kinds of credentials can a person acquire?

2. How can credentials be acquired?

3. What credentials may be required by law?

4, Why would an employer be interested in your credentials?

5. Will credentials help you keep a job once } ,u get it?

6. 1Is school the only place where competencies and credentials can be
acquired?
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Identifying Your Areas of Knowledge and Competency

The Knowledge and Competencies Checklist has been developed to help
you think about and make a record of your knowledge and competencies which
may be important in your career planning. The Checklist has been organized
80 that you can relate your competencies to school subject areas. This
will make it easier, after you complete the Checklist, to relate your self-
estimates to Worker Trait Groups and to specific occupations.

Complete the Knowledge and Competencies Checklist on the following
page. Try to think of all school subjects, work experiences, hobbies, and

other life experiences which have helped you develop useful knowledge and
skills.

The knowledge and skills that you have learned in the past can be used
in various occupations. These could have been acquired in school or from
work experience, hobbies, activities, or other experiences.

Directions: The next page iy a list of the 56 most common school
subject areas. Please indicate if you have taken co-.rses or
have had other personal or work experience related to any of
these areas. You may do this either by placing a check (V)
in the box under the type of experience you have had; or

you may do it by writing a brief entry in the proper column
(for example, under School Courses or Special Training, you
might wrice "H.S.," "Col.," or "Com. Col." to show where you
got your training; under Hobbies or Activities, etc., you
might write "Much reading' on line 2; or under Part-Time or
Full-Time Employment, you might write ''Baby Sitting'" on

Line 29 or "Stock Person" on line 36). As you complete each
line, check one of the Rating boxes to indicate your
estimated level of knowledge and competence in this subject
area. Use the following code:

1 I know more than most people.

2 I know an average amount,

3 - 1 have some ucefuil knowledge of the area but am
probably below average.

I krow nothing or very little about the area.




KNOWLEDGE AND COMPETENCIES CHECKLIST

School Subject Areas

Competencies Gained Through

Estimated Level of Competence

Courses or
Training

Hobbies or
Activities or
Life Exper.

Part-Time or
Full-Time
Employment

High

1

Little or

Avg. Low None

2 3 4

Language

Language Skills (English)

Literature

Composition (Writing)

Speech

Foreign Languages

Math

Basic Math Skills

Algebra/Geometry

Advanced Math

Science

9.

Biological Sciences

10.

Chemistry

11.

Physics

12.

Earth/Space Sciences

Social
Studies

13.

History

14.

Government

15,

Socinlogy

16.

Geography

Health and 17.

Phys. Ed.

Health

18.

Physical Education

Art

19.

Studio Arts and Crafts

20,

Drama

21.

Music

22,

Manufacturing

23.

Product Services

Industrial 24.

Arts

Transportation

25.

Construction

26.

Communications

27.

Enerqy/Power Systems

1i2
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Competencies Gained Through Estimated Level of Competence

. Little ur
High Avg. None

School Subject Areas Hobbies or Part-Time or
Courses or .
Trainin Activities or Full-Time
9 Life Exper. Employment 1 2 4

28. Consumer and Home-Making
29. Child Care
30. Food Management
31. Clothing, Textiles, Home
Furnishings
32. Institutional and Home
Management
33. Agricultural Production
34. Agricultural Services
35. Mechanics {(Aqricultural)
36. General Merchandising and
Marketing
37. Services (Distributive)
38. Finances (Distributive)
39. Medical-Dental Technology
40, Nursing Care
41. Accounting
42. General Clerical
43. Secretarial and Typing
44. Data Processing
45. Air Conditioning and
Refrigeration
46. Appliance Repair/Small Engine
Repair
47. Automotive Services and Diesel
48. Commercial Art/Photography/
Technical Graphic Art
and 49. Construction and Maintenance
Industrial 50. Drafting
51, Electrical/Electronic
52. Metalworking
§3. Personal Services
54. Quantity Food
55. Textile/Leather/Upholstering
56. Woodworking

Home
Economics

Agricul-
ture

Distribu-
tive Edu-
cation

Health

office
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Relating Your Knowledge and Competency Estimates to the Worker Trait Groups

In order to make use of the information you have just recorded about
your areas of knowledge and competence, it will be helpful if you relate
this information to the requirements of the Worker Trait Groups. The following
step-by-step suggestions will hz2lp you use this information in career

planning.

Directions: Step 1. Look at your School Subject-Worker Trait Group
Chart. The chart shows the school subjects related to each Worker Trait
Group. Read the "Directions" and the "Code Definitions" boxes on the

chart carefully. Keep your chart available for reference as you move to
Step 2.

Step 2. Turn to the Worker Trait Group Chart and locate column 5, "Areas
of Knowledge and Competency." For each Worker Trait Group which you are
considering, look up the related school subjects on the School Subject-
Worker Trait Group Chart. Now, one at a time, locate each related school
subject area on your Knowledge and Competencies Checklist. (They are
numbered the same on the chart and the checklist.) If you rated this
subject area 1 or 2 (in the last four columms of the checklist), put the
identification number of this area (1 through 56) in the (+) side of
column 5 of the chart. If you rated it 3 or 4, put the identification
number in the (~) side of column 5.

Step 3. Repeat Step 2 for each Worker Trait Group you are considering.

You now have information concerning which of your school courses, work
experience, and other experiences may help qualify you for occupations or
Worker Trait Groups you are considering. 1In order to locate other fields of
viork for which your schooling and other experiences may help qualify you,.

complete the following instructions.

lis




Directions: Step 1. Identify the knowledge and skill areas in which
you believe that you have special competence. These should have
ratings of "1" on your Knowledge and Competence Checklist. Now look at
the School Subject-korker Trait Group Chart and find your Worker Trait
Groups that have an "A" relationship ts those subject areas. Record
your rating ('1") on the (+) side of column 5 of the Woerker Trait Group
Chart for the Worker Trait Group in question. If this box in column

5 is already filled (from the previous exercise), go on to the next
area you gave a "1" rating and repeat Step 1, above. Repeat this
process for every Worker Trait Group related to "1" ratings on your
Knowledge and Cui:getencies Checklist, unless you would obviously
dislike or be unwilling to prepare for a job in that Worker Trait
Group.

Step 2. For each Worker Trait Group for which you have entered a "1"
rating, look up the balance ¢. ‘he related school subject areas and
write their identification number (1-56) in the (+) or (-) side of
column 5 according to instructions in the previous exercise (1 or 2
=+; 3or 4 =~).

lig
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ACTIVITY G .

Working Conditions and Physical Demands

Introduction

The working conditions and physical demands of a job can affect the
satisfaction and success of a worker. Working conditions include
temperature, sounds, smells, sights, and humidity. Physical demands
are what a worker must do, such as sitting, standing, climbing, lifting,
talking, hearing, and seeing. * person in a meat packing plant may be
required to work in ccld temperatures. A deauty operator may need to
stand most of the rime. Any of the working conditions or physical
demands may make an occupation undesirable for some people.

Watch the filmstrip, "Working Conditions and Physical
Demands.'" The filmstrip shows how the work setting
can affect the wovker.

This activity will help you identify the conditions and demandc that
you do and do not want in an occupation. You can also relate this infor-
mation to Worker Trait Groups.

Identifying the Different Working Conditions and Physjcal Demands ‘

Some occupations require people to work under conditions that may
or may not be desirable. Some jobs require working inside and others
require working outside. Also some jobs require physical demands such as
doing heavy lifting or a lot of climbing. Befor= you choose an occupation,
you should know what working conditions or physical demands would or would
not be satisfactory to you.,

Below are a list and an explanation of the working conditions and
physical demands that are related to occupations. The code numbers which
are shown will be used later on as you add to your record of things that
may be important in your career plan.

Working Conditions Physica: Demands
I 1Inside S Sedentary Work (Sitting)
0 Outside L Light Work
B Both M Medium Work
2 Extremes of cold H Heavy Work
3 Extremes of heat V Very Heavy Work
4 Wet and Humid 2 Climbing or Balancing
5 Noise and Vibrations 3 Stooping, Kneeling
6 Hazards 4 Reaching, Handling |
7 Fumes, Odors 5 Talking and/or Hearing ]
6 Seeing . |
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Code

Working Conditions

Work Setting (Inside. Outside, or Both)

Inside: Protection from weather conditions but not always
from temperature changes. Workers spend about 75% or
more of their time inside.

Qutside: No effective protection from weather conditions.
Wworkers spend about 75% or more of their time outside.

Both; 1Inride and outside. Workers spend about 50% of
their time inside and 50% of their time outside.

Extremes of Cold Plus Temperature Changes

Extremes of cold: Temperatures low enough to cause
noticeable bodily discomfort unless the worker is
provided with exceptional protection.

Temperature changes: Chunges in temperature which are
marked and abrupt, causing bodily reactions.

Extremes of Heat Plus Tempu¢rature Changus

Extremes of hecat: Temperatures high enough to cause
noticeable bodily discomfort unless the worker is
provided with exceptional protection.

Temperature changes: Changes in temperature which are
marked and abrupt, causing bodily reactions.

Wet and Humid
Wet: Contagt with water or other liquids

Humid: Moisture content of the atmosphere high enough
to cause bodily discomfort.

Noise and Vibrations

Enough noise to cause distraction or possible injury to

jhe sense of hearing. Enough vibrations to czuse bodily

}ﬂarm if endured day after day. These vibrations produce

movement or strain on %he body or its extremities from
}'repeated motion or shock.

Hazards

Situations in which the worker is exposed to the certain
risk of bodily injury.




50
Code Workiag Conditions

7 Fumes, Odors, Toxic Conditions, Dust, and Poor Ventilation

Fumes: Smoke or vapors, usually strong smelling, thrown
off as the result of burning or chemical reaction.

Odors: Foul smells, either toxic or nontoxic.

Toxic ccaditions: Exposure to poisoning dust, fumes,
gases, vapors, mists, or liquids causing disabling
conditions. These conditions happen as a result of
breathing the substance or its action on the skin.

Dust: Air filled with small particles of any kind.
The particles may include textile dust, flour, wood,
leather, feathers, silica, asbestos, etc. This
condition makes rhe place of work unpleasant or the
source of diseases.

Pcor Ventilation: Not enough movemewut of air,

causing a feeling of suffocation or exposure to
drafts.

Code Physical Demands

Strength Activities (Lifting, Carrying, Pushing, Pulling)

S Sedentary Work: Sedentary work usually involves
sitting, but may often involve walking and standing.
Objects lifted and/or carried, such as record and
account books or small tools, may weight no more than
10 pounds (4.5 kg).

L Light Work: Light work means lifting objects weighing
no more than 20 pounds (9 kg). It involves frequent
lifting and carrying of objects weighing up to 10
pounds (4.5 %g). Jobs may be considered light work if
they require a lot of walking or standing. These jobs
may involve sitting most of the time while using arms
and legs for pushing and pulling.

M Medium Work: Medium work means lifting objects weighing
no more than >0 pounds (22.5 kg). It involves frequent
lifting and carrying of objects weighing no more than
25 pounds (11.4 kg).

H Heavy Work: Heavy work means lifting objects weighing
no more than 100 pounds (45 kg). It involves frequent
lifting and carrying of objects weighing no more than
50 pounds (22.5 kg,.




Code Physical Demands
\ Very Heavy Work: Very heavy work means lifting objects

weighing more than 100 pounds (45 kg). It involves

frequent lifting and carrying of objects weighing 50
pounds (22.5 kg) or more.

2 Climb.ng and/or Ralancing

Climbing: Going up or down ladders, stairs, scaifolding

(a raised structure to hold workers or building materials),
ramps, poles, ropes, etc. It involves using feet and

legs and/or hands and arms.

Balancing: Maintaining control of the bod; tc keep frem
falling when walking, standing, crouching, running or
performing gyvmnastic feats. This activity is done on
narrow, slippery, or moving surfaces.

3 Stooping, Kneeling, Crouching, and/or Crawling

Stooping: Curving the body downward and forward by
bending the spine at the waist.

Kneeling: Getting down on the knee or knees.

Crouching: Curving the body diwnwzrd and forward
by bending the legs and spine.

Crawling: Moving about on the hands and knees or
hands and feet.

4 Reaching, Handling, Fingering, and/or Feeling

Reaching: Stretching out the hands and arms in any
direction.

Handling: Taking hold of an object, turning it, or
otherwise working with the hand or hands. It does not
include fingering.

Fingering: Picking, pinching, or otherwise working
mostly with fingers rather than with the whole hand
as in handling.
Feeling! Becoming aware of the size, shape, temperature,
or texture of objects and materials by using the hands
and fingertips.

5 Talking and/or Hearing

Talking: Expressing or exchanging ideas by means of
the spoken word.

Hearing: Perceiving sounds and/or information by means
of the ear.
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Code Physical Demands

6 Seeing,

Becoming aware of the shape, size, distance, motion, or
color of objects by using the eyes. The major functions
of the eyes are defined as follows:

Acuity: Far--having a clear vision at 20 feet
or more. Near-~having a clear vision at 20
inches or less.

Depth perceptiont Recognizing the length,

width, or thickness of objects. Judging distance
and space relationship so as to see objects where
and as they actually are.

Field of vision: Seeing the surrounding area,
up and down and right and left, while the eyes
are fixed on a given point.

Accommodatjont Adjusting the ey-:'s lens to bring

an object into sharp focus. This is especially
important when doing close work at varying distances
from the eye.

Color vision: Seeing likenesscs and differences
among colors.

Thinking About Working Conditions and Physical Demands

Think about and discuss the different types of working conditions.
Use the following questions as a guide.

a. What experiences have you had with each of the working conditions?

b. Name at least ore occupation which illustrates each working condition.

c. What influences do working conditions have on the selection of an
occupation?

d. What working conditions would be difficult or unpleasant for you? Why?

e. What working conditions would be acceptable to you if required by a
job?

Now think about and discuss the different types of physical demands
using the following questions as a guide.

a. What experiences have you had with each of the physical demands?

b. Where have you observed workers who meet these demands?

c. For each demand, name at least one occupation in which that demand
would be important.

d. What influences do physical handicaps have on the selection of an
occupation? .

e. What demand(s) would be difficult or uupleasant for you? Why?

f. What demand(s) would you prefer to be a major part of your work? Why?
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WORKING CONDITIONS AND PHYSICAL DEMANDS

Directions: Below is a list of occupations and the codes for the
various working conditions and physical demands. Put a circle around
the codes for the conditions and demands that you think are related to
each occupation.

Occupation Working Conditions Physical Demands

1 0 B 2 3 S L M H V
Painter 4 5 6 17 2 3 4 5 6
1 0 B 2 3 S L M H V

Traffic Officer 4 5 6 7 2 3 4 5 6
1 0O B 2 3 S L M H V

4 5 6 7 2 3 4 5 6

1 0 B 2 3 S L M H V
4 5 6 17 2 3 4 5 6

1 0 B 2 3 S L M H V

4 5 6 17 2 3 4 5 6

1 0o B 2 3 S L M H V

@ 4 5 6 1 2 3 4 5 6
1 0 B 2 3 S L M H V

4 5 6 1 2 3 4 5 6

1 4] B 2 3 S L M H V

4 5 6 7 2 3 4 5 6

Directions: On the lines below, put a circle around the working condi-
tions and physical demands that would be acceptable to you and that you
would desire to have in an occupation. Leave unmarked those which do
not really make a difference to you. Cross out those you do not like.

Working Conditions I 0 B 2 3 4 5 6 7

Physical Demands S L M H v 2 3 4 5 6

| I
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PHYSICAL ENVIRONMENT INDEX

Directions: Look at the Physical Environment Index on page 55. Infor-
mation is given to show the Physical Demands and the Working Conditions
that are related to each Worker Trait Group. Refer to your Worker Trait
Group Chart. In column 6 of each Worker Trait Group you are consider-
ing, put a + if all Working Conditions and Physical Demands are accep-
table to you. If any of the required Working Conditions are unaccep-
table to you, enter UC and the code for the unac.eptable conditioms.
(Example UC7 - Fumes or Dust.) If any Physical Demand is unacceptable,
enter PD and the code for the unacceptable demand. (Example PDV - Very
Heavy Lifting.)

The following index lists ti.e Worker Trait Groups in numerical order.
The related types of physical demands and working conditions are given for
each group. You can use this index to see which physical demands and which
working conditions are present in the Worker Trait Groups you are exploring.

When a letter or "X'" appears below a code number, most occupations in
the Worker Trait Group have the physical demand or working condition indi-
cated. Not all of the physical demands or working conditions listed are
important for every occupation in the group, but some combination of them
is needed for each occupation, g
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PHYSICAL ENVIRONMENT INDEX

WORKER TRAIT GROUP

Types of Physical Demands

Types of Working Conditions

Title 1 2 3 4 516 1 2 3 4 5 6|7
Literary Arts S X1 X111
Visual Arts SL Xl Xt X |1
Performing Arts: Drama L X X ) §
Performing Arts: Music L X1 X1 X1
Performing Arts: Dance L X | X X1 X111
Technical Arts SL X X |1
Amusement SL X X} X |10
Modeling L X X 1B
Physical Sciences L X X 1B
Life Sciences L X X | iB
Medical Sciences L X| XX 11
Laboratory Technology L X| X1 X111 1
Managerial Work: Nature LM X X X X OB
General Supervision: Nature LM X1Xj]XxiXxXx|o
Animal Training and Care LM XIX]| X} X ]oB
Elemental Work: Nature MH X| XXX} X110
Safety and Law Enforcement SL X X X X X1]|1B X X X X
Security Services LM X1 X1 X\|1B X
Engineering SL X1 X] X | IB
Managerial Work: Mechanical SL X| X! X! IB
Engineering Technology SL X X X IOB
035.04 | Airand Water Vehicle
Operation L X| X} X | IB X
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PHYSICAL ENVIRONMENT INDEX A
WORKER TRAIT GROUP Types of Physical Demands Types of Working Conditions
No. Title 1 2|1 34516 1 2] 5 4151617
0505 | Craft Technology LM X | x X | 1I0B
0506 | Systems Operation LM x| x| x |08 ' X
0507 | Quality Control L X | x X | 10B X
0508 | Land Vehicle Operation LMH x| x| x|mB |
0509 | Materials Control LM X[|[x|x |1
05.10 | Skilled Hand and Machine Work | LMH X | X X |1 |
v i [€5:11 | Equipment Operation LMH X|[X|x|oB X ' |
ﬂiéi’ ;iﬁiﬂ 0512 | Elemental Work: Mechanical | LMH X [x X | I0B 1 |
a 14
£ E '?i";:% 06.01 | Production Technology LM X | x| x |1 X |
i i 1j (9892 | Production Work LMH _ XIx|{x]|1 X ‘
; *t | 06.03 | Production Control L X X |1 3 |
i .‘l i r.‘i 06.04 | Elemental Work: Industrial LMH X X1 X ‘
'gﬁg!' 'J "!g < 07.01 | Administrative Detail SL X[x|x |
!i ? ; i ’ ii 07.02 | Mathematical Detail SL X X
[ I i i 07.03 | Financial Detail SL X|x|x
i ! 07.04 | Information Processing
— Speaking SL x|x 1
07.05 | Information Processing
— Records SL x|x|x
07.06 | Clerical Machine Operation S JX | X | X
07.07 | Clerical Handling SL X X
08.01 | Sales Technology SL X1 X1
08.02 | General Sales , SLM x| x| x |1
198 08.03 | Vending LM x|x]x B




PHYSICAL ENVIRONMENT INDEX
WORKER TRAIT GROUP Types of Physical Demands Types of Working Conditions
No. Title 1 2 3lafs]e6e ]| 1] 2]3Tals5]6 /7
09.01 | Hospitality Sexvices L X X X I
09.02 | Barbering and Beauty Services | L X X X I
09.03 | Passenger Services LM X | X X I
09.04 | Customer Services LM X X I
09.05 | Attendant Services LM X1 X I
Lo _ | 16017 | Social Services SL X | x
‘iﬁii };rg.';' 1002 | Nursing and Therapy Services | LM X | X | X
L E !;g;! § | 1003 [ Childand Adult Care LM X | x| x
L4
i 'i ’ {i 1101 | Mathematics and Statistics s X |1
t “ 11.02 | Educational and Library
' . E Services SL x| x|x |1
x';fil-;i i ” 1103 | Soclal Research SL X | X |1
}i 1i ‘l i !E 1104 | Law SL x| x]1
;i[ ! i”‘ 1105 | Business Administration s X | x |1
f i i I[ 1106 | Finance s X | X |1
i it 1107 | Services Administration S X|x|1
11.08 | Communications S X1 X |1
11.09 | Promotion SL X | X |1
1110 | Regulations Enforcement L X| x| B
1111 | Business Management SL X|x|mB
1112 | Contracts and Claims SL X|x |1
1201 | Sports LMH| X [ X| X| X| x| oB X
1202 | Physical Feats IMH] X [X| x| x| x| B X
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ACTIVITY H

Preparing a Personal Profile
Introduction

In previous activities you have examined work activities, work situations,
aptitudes, school subjects, working conditions, and physical demands. This
activity will help you summarize this information and build your personal
profile. You can change any of the ideas you had earlier if you think you have
changed your mind or if they are no longer appropriate. On your personal
profile, put down what you think is most important. This will help you
establish an occupational preference. Oniy you can decide what is important
and not important--what you want as well as what you don't want.
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PERSONAL PROFILE

Directions: On the form below, list under the positive side the things
you prefer and want to include in an occupation. Under the ziegative
side, list the things that you want to avoid in an occupation. Both
are important. You will need to review your results for Activities C
through G.

POSITIVE NEGATIVE
"What I Am" "What I Am Not"
(List things you prefer and want to| (List things that are not important to
include in your occupation.) you or that you want to avoid in your-
occupation.)
Activity C
Work Activities p Work Activities
Activity D
Work Situations Work Situations
Activity E
Aptitudes Aptitudes
Activity F
Areas of Knowledge and Competency Areas of Knowledze and Competency
Activity G
Working Conditions and Physical Working Conditions and Physical
Demands Demands
1t
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ACTIVITY I

Exploring Occupations ‘

Introduction

Arriving at an occupational preference, which is the objective of this
module, requires (1) the collection and use of information about yourself and
information about the world of work, and (2) relating what you know about
yourself to the requirements of fields of work and specific occupations you
are considering.

The self-study activities you have already completed will help you
select occupations to explore. This activity (Exploring Occupations) will
provide you with informational materials and a system so that you can use
the information you have about yourself to identify occupations you want
to know more about.

Toilowing is a list of materizis that wiii heip you in your
exploration:

1. Your own copy of the Worker Trait Group Chart

2. Worker Trait Group Guide

3. Worker Trait Group Evaluation Chart

4, Guide for Occupational Exploration (GOE)

5, Dictionary of Uccupational Titles (DOT)

6. Occupational Outlook Handbook _

7. Occupational Exploration Plan .

8. Occupational Information Summary Sheet

Your instructor will identify additional career information resources
available to you and will help you learn how to use such resources.

Good hunting!

ldentifying Worker Trait Groups for Further Exploration

Since you already have organized your personal data in terms of the
Worker Trait Groups, your next task in determining your occupational preference
{s to identify the Worker Trait Grnups you want to explore further.

Directions: Turn to your Worker Trait Group Chart. Examine all of

the personal information you have recorded in columns 1 through 6 for

each Worker Trait Group. As you review your self-ratings for each

group, decide whether or not you are interested in learning about one

or more specific occupations in that group as a possible occupztional

preference. 1If you want tc explore any group further, place & check

mark in column 7. Make certain that you do not overlook any Worker

Traft Group that may have an occupation you should consider; but do

not waste time examining any group which you would obviously net like

or be willing to prepare for. ‘




Locating Specific Occupations in the Worker Trait Groups Selected

exploration, you need to do two things.
well your qualifications match the requirements of the Worker Trait Group.

Once you have gelected one or more Worker Trait Groups for further

Second, you need to identify specific occupations in the Worker Trait
Group that you want to examine in more detail.

First, you need to determine how

1.

2.

Directions: Turn to the Table of Contents of your Worker Trait Group
Guide and locate the page number for each group that you checked in

columm 7 of your Worker Trait Group Chart. Read the information &about
each of these Worker Trait Groups and use the Worker Trait Group Eval-
uatiocn Chart on the following page to record your findings as follows.

In column 1, write the number and title of each Worker Trait Group
you plan to investigate. Use a separate line for each group.

In columns 2 through S.indicate how well you think you would fit
into the Worker Trait Group with respect to the Worker Trait
Group sections shown at the top of each column. Use the infor-
mation you recorded about yourself on your Worker Trait Group
Chart plus any other information you recall as you read the
Worker Trait Group description. In each column (2 through S5)
write a + if the group seems appropriate for you, a - if it is
not, or a ? if you are not sure.

1f you appear to fit into the group, use column 6 to write the
number and title for the Worker Trait Group you want to explore.
Read the Worker Trait Group description end ther look at the
occupations at the end of each Worker Trait Group you select.

A complete list of the occupations ir each Worker Trait Group can
be found in the Guide for Occupational Exploration, at the end of
every Work Group description. The work groups in the Guide for
Occupatirnal Exploration hiave code numbers and titles which are

identical to the Worker Trait Groups you have been using.

Use the Occupaticnal Exploration Plan to list the specific occu-
pations you want to explore. Then use the Dictionary of Occupa-
tional Titles, the Occupational Qutlook Handbook, and other

sources of information such as occupational briefs, bound books,
etc.

Ask

your instructor for help if you need it.
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WORKER TRAIT GROUP EVALUATION CHART

Column 1 Columit 2 | Column 3 | Column 4 | Column § Column 6
[Preparation
Worker and
Work Require- Clues Training NTGs to Explore
{Worker Tralt Group Number and Title [Performed | ments +,~-,? Y
+o“o? +o"o? +,-,? es or No

OCCUPATIONAL £XPLORATION PLAN

Occupational Title DOT #
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Exploring Specific Occupations

You are now ready to locate and study more detailed information about
specific occupations for which you think you may qualify. You will use as
; many sources of information as possible. Your instructor will identify
* sources, such as career information files and audiovisual materials, avail-
able to you within the school and will help you learn how to use them.

In addition to information materials you can locate in the school,
there are other sources of occupational information you may want to explore.
Some examples are:

- the publiec library

- the guidance centers in your community

- local labor unions or professional organizations

-~ workers in the occupation who are willing to talk about their job

- employers who may be willing to talk to you about job opportunities
and requirements or to let you observe people at work on jobs you
are considering

- group field trip to a work place

= luncheon clubs or service organizatious which are interested in
career planning activities

, Your instructor will help you learn about such sources of occupational
‘ information which may be available to you.

In addition to learning as much as possible about an occupation, it is
important that you learn whether or not job opportunities may be available,
either at your present location or somewhere you would be willing to relocate.

Directions: Select an occupation you wish to examine. U.e an Occupa-
tional Information Summary Sheet for each occupation to record the infor-
mation that you find in the career information files. Then look for and
write down additional information you can get from any of the other
sources suggested above. Fill out a summary sheet for every occupation
that you wish to consider.
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OCCUPATIONAL INFORMATION SUMMARY

Title of Occupation WTGH

Directions: As you read the information about an occupati~n, write down a summary of the important
points reiated to the following categories. You may need more than one source to find ali the information.

Source/Reference

Specific Work
Periormad

Spec'fic Skilis
Requirad

Work Setting

Employment
Outlook . ‘

Advancement
Opportunities

Education,
Training snd
Entry

Other Personal
Qualifications

Rewards
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ACTIVITY J 65

Identifying an Occupational Preference

Introduction

This activity will help you identify an occupation that seems to be
the most appropriate at this time. This process should be based on
accurate information about yourself, about the occupation, and about the
possibility of finding such a job. The effort you give to identifying
your occupational preference can be very important to you.

Stating an occupational preference does not mean that you cannot
change your mind or that you will never change occupations in the future.
You will change as you get more experience. Successful experiences in an
occupation can help you to move toward successful experiences in other
occupations.

Comparing the }dvantages and Disadvantages of Occupations Being Considered
Once you have completed an Occupational Information Summary (Activity I)

for each occupation you are seriously considering, you are ready to select
and compare those which appear to be best for you.
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JOB COMPARISON SHEET ‘

Directions: Review your Occupational Information Summary Sheets and pick
‘out from two to four occupations that you believe would be the best for
you. In the spaces on the Job Comparison Sheet, list the advantages and
disadvantages of each. Consider your qualifications, the requirements of
the job, and the availability of such jobs. Keep your information about
each job separate on the form so that you can compare one with another in
order to select the one which seems best for you.

Occupation Advantasges Disadvantages
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Identifying Your Occupational Preference

‘ Your final task is to identify the occupation which seems the best
) for you at this time.

Directions: After you compare the advantages and disadvantages of each
occupation, select the occupation which seems the most appropriate and
write your reasons for selecting this »ccupation in tihe Occupational
Preference Summary below.

OCCUPATIONAL PREFERENCE SUMMARY

Occupational Preference

My reasons for selecting this occupation:
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The project presented or reported herein was performed pursuant to one

or more contracts and/or grants from the National Institute of Education,
U.S. Department of Education. However, the opinions expressed herein do
not necessarily reflect the position or policy of the Appalachia Educa-
tional Laboratory or the National Institute of Education, and no official
endorsement by the Appalachia Educational Laborstory or the Naticnal
Institute of Education should be inferred.

The Appalachia Educational Laboratory, Inc., is an Equal Opportunity/
Affirmative Action Employer.
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DEVELOPING A CAREER PLAN

INTRODUCTION

The purpose of this handbook is to help you prepare a plan of action
that will increase your chances of securing your preferred occupation and
reaching your long-range career goals. The process of preparing a career
plan will help you £ind the best way to get from where you are to where
you want to be.

The activities which make up this handbook will help you

to consider the competencies and credentials needed for the
occupation in question,

to explore training opportunities or other ways to acquire
the nceded competencies and credentials,

to identify the values that you want to achieve through your
occupation,

to develop a plan of action,

to decide on your plan, and

to take the first step.
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ACTIVIIY A

Competencies and Credentials

Introduction

As you learned in Activity F of Module A, the things you can do well
are called your competencies. You develop competencies through education,
training, work experience, hobbies and other activities and experiences.
Your competencies consist of the knowledge and skills you have developed
as a result of all such experience. (Credentials are things such as diplomas,
certificates, awards, licenses, or other evidence of your past accomplish-
ments. Credentials indicate what you should be able to do.

When you apply for a job, you will need to convince the employer that
you have the competencies needed to perform the work successfully. You are
more likely to be hired if you have credentials which convince the employer
of your knowledge and skills.

Identifying the Competencies and Credentials Related to Your Occupational
Preference

Knowing what competencies and credentials are useful for your occupational
preference is important. Activicty A will help you identify the competencies
and credentials you will find useful for obtaining and keeping a job in your
prefsrred occupation.
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COMPETENCIES AND CREDENTIALS

Directions: Using the -Dictionary of Occupational Titles and the
Occupational Qutlook Handbook, find the competencies and credentials
useful for your occupational preference. Summarize the information
in the spaces provided.

A. Occupational preference:

Occupational Title DOT Number

B. Competencies (What tasks does the worker perform? What special knowledge

or skills does the worker need? Are any physical competencies important?
What courses or training are needed or useful?)

C. Credentials (What diploma, certificate, license, work experience, age,

training, apprenticeship, school courses, special permits, etc. are
needed or useful?)
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ACTIVITY B
Preparation Requirements . ‘
Introduction

The preparation requirements of occupations vary greatly from one
type of occupation to another. All occupations vequire educational
development of a general nature which assures that the worker has reasoning
skills and the ability to follow instructions at the level the job requires.
This is known as General Educational Development (GED) and is acquired in
school or from experience or self-directed study. Many occupations also
require specialized preparation which is usually acquired through training
or work experience. Some occupations require little or no specialized
training or experience.

Employers want workers who have the competencies needed to perform
quality work. Activity B will help you identify the general educational
development level and special training and experience requirements of
your preferred occupation and identify steps you may need to take to meet
such preparation requirements.

Learning About General Education, Training, and Experience Resources

As you plan for education, training, or experience to help qualify
you for your occupational preference, you may want to consider one or more
of the following resources: .

A. Government Training Programs

Some training programs are financed by the federal government and
offer many services to trainees. Information about these programs
can be obtained from the local office of your State Empioyment and
Training Services.

Job Corps
Neighborhood Youth Corps (NYC)
Job Training Partnership Act (JTPA)

B. Two-Yeur Colleges

Junior and community colleges meet the needs of many people through
a variety of programs. University extension centers also offer
these two-year programs. Students can transfer credits to a four-
year college if they wish to continue their education. Heually,
two-year colleges are less expensive than four-year colleges.

C. Technical Institutes

Many people enroll in technical institutes on a full-time basis.

Others enroll on a part-time basis at the same time that they

carry on a full-time job. Two-year training programs may include ‘
such areas of study as:

Drafting Medical Laboratory Work
Practical Nursing Bookkeeping
Real Estate . 'Pental Assistant
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D.

F.

G.

H.

Independent Study

Many people acquire new skills and increase their knowledge
through independent study at home. Through work experience
and self-study, they work their way up to better positions
and higher pay.

Apprenticeship Programs

By federal law, these programs combine at least two years of work
experience and 144 hours per year of relatec¢ classroom instruction.
Apprentices must work under a wri“ten agreement registered with

the state apprenticeship council. The following list includes some
of the occupations spprentices may leirn in these programs.

Bricklayer Pip ¢ cter Watchmaker
Carpenter Cemen. Mason Printer
Plumber Cosmetologist Upholsterer

Further information can be obt2’ned from Apprenticehsip Information
Centers.

Colleges and Unirersities

Most professional occupations require a college degree. There are
more than 3,200 colleges and universities in the United States.
Admission procedures differ from college to college. Public schools
are less expensive than private schools. People going to state
colleges in a state other than their state of residence often pay

a higher fee. Some cclleges have work-study programs which combine
campus study with terms of full-time employment. Lovejoy's College
Guides (Clarence E. Lovejoy, Simon & Schuster, New Ycrk) is a

useful reference book for college bound students.

Correspondence Courses

Home study courses teach such skills as photography, typing, drafting,
bookkeeping, hotel management, and tailoring. If the course is

taken in hopes of qualifying for a job, it is wise to check with the
potential employer before enrclling. Schools offering the courses
should be approved and accredited by the National Home Study Council.

On-the~Job Training Program by Business, Industry, or Labor

These programs train workers in the skills needed by the company.

Some programs are offered only to new employees who are paid a

salary while being trained. Some companies offer training nrograms,
usually free, to potential employees. Programs vary i time according
to the course content. Many major corporations offer such programs.
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I. Military Service

Many people furcher their education and training through military
service. This training can be used in some civilian occupations.

The United States Armed Forces Institute offers correspondence
courses. The Institute helps servicemen and servicewomen obtain
credit for their work. A person may use the training obtained in

the military to enter occupations in civilian life or to gain advanced
status in a college or other training program.

K. Homemakinz and/or Child Rearing
High schonls, community colleges, and adult education programs
offer courses in home enonomics and child rearing. In order to
meet their financial needs, many people combine this option 'with
others.

L. Civic and Community Organizations
Civic and community work is usually done on a volunteer basis.
People who achieve their goals through this option usually use

other ways to meet their financial needs.

M. Special Local Programs (inicrmation to be provided by your instructor)

Identifying Programs You Should Consider ‘

As you explcre these programs in relation to your occupational
preference, consider the following points:

o Which program relates the most to your interests and
abilities?

e What program seems more likely to help you develop the
competencies and credentials you need to reach your
occupational goal?

¢ What are the local opportunities available to you for the
education or training needed?

Take time to explore information available about the programs that interest
you. Use the following questions to look at each opportunity.

e Do you have the necessary qualifications to enter training?
If not, what can you do to acquire them?

e How long does training last? Can you arrange your schedule
to attend? Can you manage transportation?

o How about income~~can you manage finances while you are in
training? What type of help may be available?

e Where can you learn more about the program?

‘ Be sure to keep a file of published informati.n and your personal notes
: about any program you may want to consider further as you develop your
o career plan. o
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PREPARATION REQUIREMENTS

Identifying GED Requirements of Your Occupational Preference

Directions: Use the Worker Trait Group Guide and find tb~ Worker Trait
Group page that includes your occupational preference. Read the section
called General Education Development (GED). Turn to-page 423 for an
explanation of the GED levels. Below, write down the general

educational development that is most related to your occupational
preference.

General Educational Development

Do you believe that you need more specialized training or experience for
your occupational preference?

__ Yes No __ 1 don't know

In the space provided, list the programs you want to explore.

Programs to Explore
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ACTIVITY C

Work Values

Introduction

The purpose of this activity is to help you determine the things
that are important to you as you develop your career plans. Your occupation
can help you gain satisfaction throughout your life. Through your work
you can achieve or obtain things that you want and believe to be important.
A work value is something that is important to you and can be achieved
through work. As an example, if helping other people is important and
gives you a feeling of satisfaction, then helping others is one of your
work values. Different occupations give you the opportunity to help other
people in a variety of ways.

Identifying Your Work Values

Your work values give meaning to your work and to your life. It is
important to identify what you wish tc receive from your work. This activity
will help you identify the important values that you want to achieve thruugh
your work.




WORK VALUES

Directions: 1. On the chockl.st below, show how important each value
is to you by placing an "X" in the appropriate box in front of each
value. Answer as you feel, not as you think you should feel. Do not
think about any particular occupation as you are giving your answers.

2. If you have work values which are not included in the 1ist,
write them in as items 17 through 20 and mark an "X" to show
how important they are to you.

3. Look again at the checklist and your answers. Pick several of
the values tliat you believe are most important to you and list
them in the space provided at the end of the checkliat. Then

pick eeveral of the values that are least important to you and
list them.

-
-
<
4
c u
g <
4 4
E & @
o a ©
v E W
a & 8
& 5 8 &
| B = B
>~ 0
5 B3 3
S & 2 2
() ) ) () 1. Stability: Working with familiar things and
situations. Suggests routine, order, and lack of
change.
() ) ) () 2. Artistic-Aesthetic Expression: Designing, working
with, or producing pleasing or beautiful things.
() ) ) () 3. Recognition: Being known by people, being given
respect or having status or prestige.
() ) C) ) 4. Satisfactory Working Conditions: Desiring to have
pleasant work surroundings.
()Y () () () 5. Independence: Being free to plan one's work and
move at one's own speed.
() ) C) ) 6. Adventure: Doing exciting things sometimes involving
risk, danger, or the unknown.
() C) () (3 7. Leadership: Planning, laying out, managing, or
influencing the work of others.
()Y ) o)) 8. Achievement: A sense of well-being from doing

a job well.
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Very Important

~~
N

10

Important

~~
N

Not Too Important
Not Important At All

() () 9,
() () 10.
() () 11,
() ¢) 12,
() () i3.
() ¢) 14,
() () 15,
() () 16,
() () 17.
() () 18.
() () 19.
() () 20.

Social Service: Helping others and being concerned
for their interests.

Creativity: 1Inventing, designing, developing new
ideas or things.

Security: Having steady work.

High income: Receiving more money than needed for
normal living costs.

Variety: Having the chance to do different tasks
and activities.

Intellectual Satisfaction: Using mental ability,
solving problems.

Satisfactory Co-Workers: Working with people you
like.

Solitude: Working alone, or not wvery closely with
others.

Most Important Values

Least Important Values

Bd)
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ACTIVITY D

Making a Tentative Career Plan

Introduction

A satisfactory career plan'needs to specify the steps to be taken to
reach your goal or occupational preference. A goal is only a dream if
you do vnot have a plan for reaching it. Such a plan should show the steps
that will lead to the goal, and also when those steps should be taken. A
plan is always tentative. It becomes a reality, step by step, as you
take action.

Activity D will help you make a career plan that you can use to

achieve your occupational preference. Your plan should show step by step,
the action steps you plan to take and when you think they should be taken.
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MAKING A TENTATIVE CAREER PLAN

Preparing Your Flan

Directions: 1In the space bélow, list the action steps that you think
you should take to achieve your occupational preference. In the space

provided, show when you think you should start and complete each step.
Some of the dates may overlap.

Reviewing Your Plan

Directions: When you have completed your career plan, review it
carefully. Ask yourself if it is workable. Will it enable you to
reach your goal? Are there employment opportunities related to your
plan? Can you think of any different and better steps to achieve the
same career goal? Make any modifications you feel would make your
plan more workable.

CAREER PLAN

. Date (If Known)
Steps to be Taken Time Required Start Complete
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ACTIVITY E

Deciding

Introduction

When a person decides to buy something, he or she should determine if
the value recesved is worth the cost. Also the person needs to know if the
product is aveilable and if financial resources allow the purchase. A
commitment is then made and mon2y and goods exchange hands. Deciding on
each step in your career plan is similar to buying something and may be
much more important. The value received should be worth the cost to you
in time, effort, and money. Also, such things as transportation, time,
and money need to be available. Consideration should also be given to the
chances you will have for securing employment when you become qualified
and available. Activity E will help you think through these concerns.

Evaluating Your Czreer Plan

When you make any decision, it iz important to find out if the benefits
received are going to be worth the price to be paid. This is the best
way to verify that the plan is practical and that the resources needed are
available. This process is called evaluation and it can bn applied to
your career plan.

As you examine your career plan you may find some steps that you are
not sure you can do. For example, if you need training, you may not know
if or where it is available. Or, you may not know if jobs related to your
preference are available near where you live.

Be sure to modify your plan, as needed, on the basis of your
evaluation of it and the questions you have raised and answered in Activity
E. This is important before you make the big decision to take action on
your plan.
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DECIDING

Directions: Look at the career plan that you made in Activity D. 1In
the space below, list the benefits you wiil receive if you complete
the plan. Also, list the price you will need to pay, such as: time,
money, effort, not being able to do other things, or having to leave
home in order to secure employment.

Benefits of Completing Career Plan Price I Need to Pay

irections: Make a list of questions that you believe need to be
answered before you decide to follow your career plan.

Information Needed Before Dec:ding to Follow Career Plan
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Directions: Seek information that you need to answer your questions
about your career plan. You might get information by cailing someone,
making a visit, or by some othcr way. Your instructor should be able
to help you locate answers. Below record your answers to the questions
(ir the same order as they ¢re listed above.)

1.

9.

10.

Making the Big Decision

You now have a great deal of information at hand to help you make
a major decision: whether or not to take action on the plan you have
developed or to seek a different sclution to your career concern. Your
answers to the following questions will help you decide:

1. Does your career plan seem to be a good, workable one for you?

Yes No 1 don't know

nm—— e

2. 1If not, is your occupational preference still reasonable for you?

_ Yes __No ___ 1 don't know
If your answer to question 1 is yes, you are ready to move ahead
on your career plan. (See Activity F, Taking the First Step.)

If your answer to question 1 is no or I don't know, and your answer
to question 2 is yes, you should carefully review Activity D and revise
your career plan, using information you secured in Activity E and elsewhere
to try to make your plan more realigqic.
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If your answer to question 1 is no or I don't know and your answer
toquestion 2 is also no or I don't know, you may want to review various
activities in Modules A and B and see if you can identify a different
occupational preference which is a better match for all of the things you
have learned about yourself and the world of work. You will then need to
develop a new career plan to fit this occupational preference.

The time for decision is at hand! Check onz of the following and
then take action accordingly:

1 am satisfied with my plan and will move ahead on it.

___ 1 am not satisfied, or still have some questions, and will
explore further before moviug ahead.

Do not move ahead to Activity F until you can sincerely check the
first of the above alternatives.

16

At




17
ACTIVITY F

Taking the Next Step

To make your career plan a reality, you must take action on it, one
step at a time. As you move ahead, keep in mind that the plan can always
be modified on the basis of new information, new insights, or new interests
you may acquire. As you complete each step, it is well to review where
you are and to reconfirm or revise your next step.

Four possible alternatives may face you as a logical next step. The
plan you have just completed (Activity D) and decided to follow (Activity
E) will dictate which of the following alternatives is the course of
action you should take.

1. You need additional general education or specialized training to
increase your competencies and credentials to the level requirnd
for your occupational preference. Your first step may be to locate
and enroll in an appropriate training program. Your instructor or
counselor will be glad to work with you as you select, seek admis-
sion, and progress in a training program.

2. You are qualified for your occupational preference but need assis-
tance in locating, aprlying for, and securing employment. If so,
your first step may be to enroll in Module C, Preparing for Job

. Hunting, which is available as part of this program.

-

3. You are qualified for your occupational preference and feel ready to
look for a job. 1If so, your first step may be to talk with your
instructor to make certain you have the job-hunting skills you need.
You will then either enroll in Module C or proceed to locate and
apply for work.

4. You are qualified for your occupational preference and already know
a potential employer who has job openings you can fill. If so,

your first step may be to apply for work with the employer in ques=~
tion.

Activity F consists of actually initiating action on the first step
of your plan. Good luck!
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Studeat Handbook for Module C




' ‘ Student Name
Term/Date

Instructor

EDUCATIONAL PLANNING CAURSE
Student Handbook for Module C
Prepering for Job Hunting

Educational Development Task #1:
Adults Making the Commitment ¢t Return to School

May 1985

Lifelong Learning Program
Appalachia Educational Laboratcry
Post Office Box 1348
Charleston, West Virginia 25325
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The project presented or reported herein was performed pursuant to one

or more coatracts and/or grants from the ational Institute of Education,
U.S. Department of Education. However, the opinions expressed herein do
not necessarily reflect the position or policy of the Appaiachia Educa-
tional Laboratory or the National Institute of Education, and no official
endorsement by the Appalachia Educational Laboratory or the National
Institute of Education should be inferred.

The Appalachia Educational Laboratory, Inc., is an Equal Opportunity/ ’
Affirmative Action Employer.
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PREPARING FOR JOB HUKTING

INTRODUCTIOK

The primary purpose of this handbzok is to help you develop a plan
for becoming employed. Prior to enrolling in this module you should
already have established an occupational preference, developed a career
plan, and acquired the competencies and credentials nccessary for employ-
ment in the occupation of your choice.

Various skills are needed for becoming employed and for staying
employed. You need to know where and how to search for job openings
and how to make favorable contacts with employers. Once on the job,
you will need to learn the tasks you vill be expected to perform and
also the rules, regulations, and established practices within which you
will be expected to furction.

This handbook has been designed to help you prepare for job hunting
and job holding in accordance with your career plan.




ACTIVITY A

Locating and Using Job Search Resources

Introduction

Finding a job opening can be time consuming and frustrating. Searching
takes hard and continuous effort. Thei2 are many resources that can lead
you to job openings. Activity A is designed to help you identify and make
proper use of these resources.

Some sources of jsb information are formal, which means that they
are especially set up to attract qualified applicants and fill job openings,

Other sources are informal, and while they may lead you to job openings,
that is not thear primary purpose.

Formal Sources

Helos Wanted Ads

Help wanted ads are usually found in newspapers, both daily and Sunday,
with the more complete listings usually in Sunday editions. Job openings
may be listed in random order or alphabetically by type of work. The order
of listing can often be misleading. For example, you might have to look
for a manager for a fast food restaurant kitchen under R (Restaurant),

F (Fast Food), K (Kitchewn)}, or M (Managers). Because of this, it is
important that you scan the entire Want-Ad section when locking for a
job in your preferred occupation.

Directions: Read the following "Help Wanted" ads. Note their random
listing. Refer to the definitions of commonly used abbreviations
until you can understand the meaning of each ad.
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adve, — advancement
appt. — appointment
apt. — apartment
a/r-a’p. — accounw
receivable/
accounts
payable
bene. — benefits
bkpg. — bookkeeping
comm. — commission
exp. — experjence
CXPd-. exprd. — experienced
gd — good
grad. — graduate
hr. — hour
hrly. — hourly
hrs./wk — hours per week
HSG — high school
graduate

HELP WANTED

HELP WANTED

SALES. Real Estate. Li-
censed Salesperson. Neat
Appearance. Apt. Rentals.
Large Complexes. Per
Diemn & good commission.
Free to travel. — Phone
4-8-249-2467.

ORIVER Class 1. Must
know local bay srea. $3
bhr. to start. Mr. Bishop
878-1063.

BOAT Mainisnance and
Outfitting for Marine
Yacht Dealer. Must be
experienced all phaes of
yacat work. Full time,
year-round position. Short
resume to P. 0. Box 1306,
Sauselito.

SALES - TELEPHONE -
Sell office supplies. Top
comm. sched. No Returns.
Exp. or strong voice. Call
Mr. Peterson 485-1488,
665.-331.

GUARDS. Security. San
Bruno area, full & p/time.
1-45 Bondable. $4.20/hour.
833-1107

GUARDS. San Francisco.
Must be 21. 342-T751.

HAIRDRESSER. Exprd.

COLLECTION Clerk exp.
not nec. p/t 20-25 hrs/

CLERK Typist. No exp.
necessary. Type 50 WPM.
For appt. 421.2923. Na-
tional American Insurance
Co. M/F Equal Oppor-
tunity Employer.

GIRL FRI. Fast So. 8. F.
mfg. Bkpg. a/c - a/p. order
desk. 5 day/wk. 8-4:30.
761.2362

GIRL FRIDAY Recep-
tionist. Lite typing custo-
mer contact. Call Jill at
892-5000

TRUCK DRIVER. Call
123-4567 for details.

COMMON ABBREVIATIONS

ins. — insurance
lite — light
mfg. — manufacturing
mo. — month
M/F — male or femeale
nec. ~= NCessary
oppty.  — opportunity
per diem. — expense
allotment
for each day
p/t — part-time
sch. — school
sched. —schedule
wk. — week
wpm. - words per
minute
yng. -~ young

yr. — year




Directions: Read the ''Help Wanted" ads of your local newspaper and
identify job openings related to your occupational preference. If
you find any, bring them to class for examination and discussion.

State Employment Agencies

The State Employment Agency in your area keeps a list of current
job openings, both in your community and in other cities and states.
The Employment Service also offers aptitude testing and counseling. The
counseling offered relates to career guidance and job placement rather
than personal adjustment or family problems. Thare is no fee for these
services.

County, City, and Private Personnel Offices

County and city governments, private agencies, large companies, and
institutions usually process job applications through their personnel
departments. These personnel offices maintain a comprehensive list of
the positions existing in their organization as well as a list of current
job openings. They often screen applicants and refer the best ones tc
the department head or supervisor who does the actual hiring. Since they
receive large numbers of applications you may find yourself competing
with many other applicants. There is no fee.

Civil Service Commission

The U.S. Civil Service Commission operates a network of job information
centers throughout the country, usually in large cities. Toll free numbers
of these centers are available by requesting the pamphlet "Federal Job
Information Centers'" from the U.S. Government Printing Office in Washington,
D.C. The Civil Service centers provide a list of job descriptions and
qualifications needed. They also administer Civil Service Examinations
which are required for many federal occupations. The large number of
applicants makes competition stiff. Prospective employers make their
preliminary selection conly from your test results and the information
supplied on your writtena application.

Private Employment Agencies

There are private employment se¢rvices in most cities. They provide
information concerning job openings and arrange interviews with prospective
employers. Since their concern is to make money, they will work hard to
find job opportunities for you, although it may not always be to your
advantage to accept the job suggested. The fee ror these services may be
paid by the employer or by the applicant. Read the application form
carefully as it may be a contract which tells you what percentage of your
salary you will owe for the service. In any event, be sure that the
charg:s are mad~ clear before you accept the service.
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Placement Offices

Fany colleges, universities, community colleges, technical schools,
trade schools, and proprietary schools provide job placement services for
their students. If you so request, a file of your transcript, pertinent
records, letters of recommendation, and other job-related information will
be sent to prospective employers. Such placement offices arrange inter-
views with employers who come to the school. Some schools provide the
service for graduates only. Usually there is no fee or a very reasonzsile
one.

Informal Souzcc.
The following are examples of infcrmal sources which may help you

locate job opportunities:

Source Help Provided

News Media News items concerning employment opportunities

Yellow Pages Index of Businesses (and other categories)

Friends and Relatives Leads to possible job openings

Professional Journals, Information about trends and job openings
Newsletters, and Trade
Magazines

Employers In-House Informatior about job opportunities,
Newsletter expansion plans, etc.

Public Lib-aries Business and Industry Directories, newsletters,
etc.

Directories Names, addresses, phone numbers of key people
in various job fields

Informal Interviews Field trips, visits by company representatives,
and otuer informal contacts provide job
information and clues to job openings

Unions Employers may be contacted thro-igh unions
Some hiring is done through unisn offices

Special Interest Groups Such groups frequently previde special
Chamber of Commerce services for job hunters
Rotary, Lions, Kiwanis, etc.
Business and Prof. Womens
Club, Altrusa, etc.




LOCATING AND USING JOB SEARCH RESOURCES

Directions: Locate and make a list of the names, addresses, and tele-
phone numbers of agencies and offices in your area that would be appro-
priate to contact for jobs in the field of your occupational preference.

Formal Sources to be Used

Directions: Make a list of specific informal sources that you p'an to
use in seeking a job. Include addresses aud telephone numbers.

Informal Sources to be Used

¥
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ACTIVITY B

Preparing a Resumé

Introduction

Once you have contacted an employer, you must convince that employer
that you have the necessary qualifications for the jobe The most
efficient and time-saving way to do this is to develop a resumé. A resumé
1s a sum.ary of personal data and includes vour competencizs and credentials.
Activity B is designed to help you organize your personal data in the
form of a resumé. )

What to Include in a Resumé

The following kinds of information are suggestions for what might oe
included in a resumé. Some, such as identification information, should be
included in all resumés, Other suggestions may not always be pertinent and
may be omitted.

1. Identification information (name, address, Social Security Number,
telephone number, or how you can be reached, height, weight, health
record, marital status, when you are available for employment).

2. Education and/or training (school courses and grades if the infor-
mation is pertinent, vocational or other special training or
professional education, etc.) List degrees, diplomas, or other
credentials received.

3. Work experience (dates, employers, tasks performed, machinery or
equipment operated, reason for leaving job). Be sure all time
is accounted for, including military service or periods of unemploy-
ment.

4. Vocational goals (both immediate and long range).

5. Hobbies and ‘nterests (use of leisure time),

6. Summary of qualifications for job sought (related work or other
axperience, related training, including instructor's rating,
pertinent test scores, specific credentials, etc.).

7. References (name, address, telephone number, or how individual can

be reached). Be sure the people you list are willing to give you
a reference.
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Depending on the kind of job you are seeking, you can include other
types of information. People in such fields as education, social science,
and literature may add the category "Publications." Many people include

the category "Profe¢ ;sional Objectives" to describe the kind of work for
which they are looking.

It is important that you remember to include your Social Security
number in your resumé. To get any job, you must have this number. You
can get your Social Security number from the Social Security Office
nearest you. It will be found in the telephouie directory under "U.S.
Government, Department of Health,.Education, and Welfare." Social
Security is a tax on your income that is paid to the U.S. Government. A
portion is taken from your paycheck and a portion is paid by your

employer. The major goal of Social Security is to provide an income
for people over 65,

You may develop one resumé and use it in applying for a variety of
jobs. You may also write a new resumé at each time you apply for a job.
This allows you to stress the competencies and credentials which help you
qualify best for each specific job. The next two pages are examples of
relatively simple types of resumés. You may want to include more detail
about specialized training or experience, references, etc.

Directions: On a separate sheet of lined paper, develop a resumé which
can best suit your needs. Be sure that it clearly indicates your quali-
fications for your occupational preference.
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EXAMPLE A

RESUME

Kimberiy Cowley
General Telivery
Prenter, WV 11111
123/456-7890

EDUCATION

Graduated June 4, 1978 from Sherman High School, Seth, WV

Grade Point Average: 3.84
Rank in Class: 5
Special Training: Bockkeeping, Shorthand, Typing

Attended Boone County Career and Technical Center, Danville, WV, 9/77-6/78

Special Training: Filing, Shorthand, Typing, Office Machines (calculator,
copy machines, dictaphone, fluid duplicator, typewriter)

WORK EXPERIENCE

March 20-25, 1978

International Coal Company

Lewisburg, WV

Position: Typist (temporary, no pay)
Job Description: General office duties

September 4, 1977 - June 4, 1978

Sherman High School

Guidance Counseling Office

Pcsition: Typist (part-time, no pay)

Job Description: General office duties, typing, errands

CAREER DEVELOPMENT ACTIVITIES
1. Member of National Honor Society

2. Member of Future Business Leaders of America (FBLA)
3. Attended FBLA Convention in Arkansas, November 1977

REFERENCES

Ms. Sharon Winkler Ms. Mary Shrader Mg, Nadine Dolar
0000 Pioneer Drive Route 0, Box 0 Box 00

Charleston, WV 00000 Charleston, WV 00000 Danville, WV 00000

.
k)

i
]
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RALPH SHITH EXANPLE B

1050 ALLISON AVENUE, SOUTHWEST (703)367-0538
ROANOKE, VIRGINIA 24015

CAREER OBJECTIVE .
¢ A challenging, pecple-oriented position utilizing my expertise in arezs of administrative management, public contact, and training
with a unique organization specializing in services and/for products.

QUALIFICATIONS

SUPERVISION
¢ Supervised basic iaborers on several construction sites
* Subervised other clericat and support personne!
* Managed front desk operations at in.srnational hotel franchise

PLANNING
¢ Developed detailed Mester and Annual Plans for employment and training programs for the economically disadvantaged under the
euthority of the U. S. Department of Labor
o Ulilized 2nd interpretted entire Federal Register

PUBLIC RELATIONS
* Organized anc conducted public meetings and planning committee meetings irvolving employment and training, programs;
provided technical assistance to subrecipients of Depariment of Labor grants
* As sales representative, | developed lisisons with purchasing agents and company heads
¢ Mainizined close working relationships with Original Equipment Manufacturer (OEM) representatives as Sales Engineer; provided
technica! assistance to authorizec deslers
* Representec company at major boat shows; organized disnlay booths at these shows ‘

CREATIVITY
¢ Develop=d and maintained systems specifications file for OEM accounts
o Established competitor file {or marine air conditioning equipmant
* Developed grievance procedurss lor resolving EEO complaints
¢ Developed affirmative action plan for subrecipients of employment and training grants
¢ Orgenized and prepared annual reports for fiscal years '79 and ‘80

GRAPHICS
o Prepared blueprints illustrating the design of air conditioning systems in large yachts
o Prepared visual aids and budget charts for public meetings and planning committee m=etings

EDUCATION
¢ Bachelor of Business Administration with special emphasis in Business Managem:nt — Virginia Polytechnic Institute and State
University, June 1975

EXPERIENCE
o Planner/EEC Officer — City of Roanoke — *'th District Employment and Training Consortium, 05/79 to present:
o Ssles Representative — Unijax, Inc. -~ /1o 05/79
* Extensive travel acress continental Uniseo States and Mexico—~01/77 to 05/77
o Sales Enginear — Narin2 Developmant Corporation -~ 03176 to 12/76 i
* Assistant Project Manager, [TT Multi-Hou-ing Division — 06/75 to 10/75 .
* Other: earned 25% of educational expenses by working on construciion during summers and by maintaining a part-time position 2s

desk clerk (Holiday inn — Blacksburg, Va.) during the academic years 1972 — 1575,

PERSONAL

Born: August 9, 1652

Interests: Raquerball, piano, bricge, boating, travel

Hezlth; Excellent

References: Available upon request 1 4 5

ERIC

. s
IToxt Provided by ERI
. . . -
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ACTIVITY C

. Making Employer Contacts

Introduction

In order to get a job it is necessary for you to arouse the interest
of a prospective employer and then convince him or her that the investment
he or she makes by paying your salary will pay off. You will need to show
that you are competent to do the work: and *hat you can be depe’.ded on to
do it promptly and efficiently.

You may make contact with an employer in one or more of the
following ways: by telephone interview, by letter, by application, or
by employwent interview. Activity C is designed tec help you develop these
skills which are important when seeking employment.

The Telephone Interview

Sometimes you may want to make your first inquiry about a job by
making a telephone call to the employer or to someone in hisor her employment
department. Information which you can usually secure by such a telephone
inquiry includes the nature of the work, training or experience required,
hours, pay, location of the job, etc. If the job sounds interesting, you
can then try to set up an appointment or arrange to send a resumé.

Pole playing a telephone inquiry, with another person taking the role
of the employer, may help ycu gain confidence anu put you at ease during a
real telephone inquiry. The following suggestions will L2 helpful to those
playing the roles of applicant and employer.

Suggestions for the Applicant:

e Express your interest in the job opening to the employer.

¢ Try to find out more about the job.

e Briefly indicate your qualifications.

e Find out if a resumé might be sent.

e Arrange for a job interview.

Suggestions for the Employer:

o Briefly give the applicant more information about the job.

e bsk a few questions to check whether the applicant is quaiified.

e Use this first contact to "screen' the applicant. 1If the

applicant seems suited for the job, arrange for a personal
interview and/or for a resumé to be sent.

PRyl

poma
~I
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Directions: Pair with another perstn to role play a telephone 1 Q
conversation. Then join another pzir to form a group of four people.
While one pair role plays, the other pair in the group will observe
them. Read the following role playing instructions.

a. Select one of the help wanted ads you locared in Activity 4,
or prepare a brief description of a job for which you would
like to apply. You will inquire about this job when you
play the applicant's role. Share the iob description with
the people in your group. Your parcner will play the
employer's role. The other twn people will observe.

b. Sit back to back with your partner and role play the
conversation. After che role play, tell your observers
what you think went well and what went poorly. Then ask
the observers to evaluate your telephone job inquiry.

What was good about it? How can it be improved? Trade
roles until all four members of your group have played the
“applicant's role and received comments from the observers.

c. Discuss the experience with your group of four.

d. Take part in a general tiscussion led by the instructor to
evaluate the vari.:us conversations. Determine how the
telephone inquiries; might be improved. Establish a set of
general rules to be followed when making a telephone inquiry ’ )
about a job opening.

Letters of Inquiry

Another way to contact the employer is by letter. Many '"Help Wanted"
ads list only an address or a post office box number. Your goal in writing
a letter in response to such an ad is much the same as your goal in a
telephone inquiry. You want to let the employer know that you are interested
in the position and you want him or her to know your qualificatione. You
should usually request a personal interview.

Directions: Examine the following "Help Wanted" ad and vhe sample
letter written in response to it. Using the framed comments on the
sample letter, discuss with others in your group whether or not this
is a good letter. Does it include all the needed information? Can
you suggest anything to improve it?

BOAT Maintenance and Outfitting for Marine
Yacht Dealer. Must be experienced in all '
phases of yacht worl.. Full time, year-
round position. Short resumé to P.0. Box
1305, Santa Monica.
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SAMPLE LETTER OF APPLICATICN

1. Establish a point of con-
tact with employer: state
how you know about the
vacancy--advertisement,
agency, third person, or
an unsolicited letter of
application. State the
Job you are applying for.

13

1035 Everett Place
Los Angeles, California
June 20, 1979

90026

2.
Manager

P.0. Box 1305
c/o Marine Yacht Dealer
Santa Monica, California 90030

Arouse the emplo er's
interest: state your
education, training,
experience, and quali-
fications.

1 am writing in response to your ad for a position of
Boat Maintenance and Outfitting which appeared in the Los

Angeles Times on June 19, 1979,

1 have worked on yachts for the past three summers.
1 graduated from Los Angeles City Schools technical program

with a certificate in maintenance.

any further information you may request.
at your convenience.

\\ Thunk you far your considerarion.

3. Convince %he employer:
state why you think you

can do the job.

Bob Smith

Enclosure

Sincerely yours,

1 hiave enclosed my resume and would be pleased to give yru
May 1 have an interview

4

7/

4. Gain an interview with
the employer: request
an interview., Your
enclosed resume will
give the employer fur-
ther details about you

and references.,




Directions: Examine the following "Want Ad" and write a letter of
application for the position. Then trade lerters with another person.
Discuss how each letter could be improved. Re pesitive in your
suggestions. Refrain from simply pointing out errors.

Kitchen mgr.chef needed for semi-fast food
restaurant. Must be HSG and have cooking
exp. Gd health, flexible sched., high
energy and leadership exp. will be consider~
ed in determining selection. P.0. Box 1799,
San Diego, CA. Attn: Mr. Bishop.

The Application Form

Most employers have their own application form, although the kinds of
information generally required are similar. It is important that you vemember
the following suggestions when filling out an application for employment.

1. Carry your own pen or pencil. This will show the employ~r that you
have come prepared.

2. All information on the application form should be completed unless
certain items do not apply. 1If a question does not apply to you,
place a short line ir the answer space to show that you have not
overlooked the question.

Neatness is an important factor. If your penmauship is poor,
letter (print) the information. Make it neat and clear.

Have your Social Security number with you. It is almost
always requested.

If you have trouble remembering such information as names, addresses,
or dates, or if you are unsure of spelling, be sure to have such
information with you. A copy of your resumé can be very helpful.

Be completely honest. False infoimation on an application is a
basis for later dismissal if you get the job without it being
detected.

Directions: Examine the following application form. If you have any
problem understanding the questions, ask your instructor to exf' :in
what is required. You may wish to Zill out the form for practice,
relating it to your occupational preference. You may use real or
imaginary information. If you prefer not to fill it out, ask yourself
if you would have any problem doing so.




APPLICATION FOR EMPLIOYMENT 15

(PRE EMPLOYMENT QUESTIONNAIRE] (AN EQUAL OPPORTUNITY EMPLOYER!

PERSORALINFO™ ATION
DATE

NAME SOiRERECURITY -
LAST FRST MOOLE
PRESENT ADORESS _
STREET ey STATE
PERMANENT ADORESS
STREET ciry 5TATE
PHONE NO. ARE YOU 18 YEARSOROLDER _Yeso  NoD
SPECIAL QIJESTIONS
DO NOT ANSWER ANY OF THE QUESTIDNS IN THIS FRAMED AREA UNLESS THE EMPLOYER HAS CH.CKED A
BOX PRECELING A GUESTION, THEREEY INDICAT .G THAT THE INFORMATIDN 1S REQUIRED FCR A BONA FIDE
OCCUPATIDNAL GUALIFICATION, OR DICTATED BY NATIONAL SECURITY LAWS, OR IS NEEOED FI'R OTHER
LEGALLY FcAMISSIBLE REASONS.
0 Height feat inches O cCitizenofUS.____Yes __No §
0 Weight ibs. O DateofBirth’ =
0 What Foreign Languages do you spesk fluently? Read Write_____
O

*The Age Discrimination in Employment Act of 1867 prohibits discrimination on the basis of 8ge with respect to individusis whosre st
least 40 hut iwas than 70 years of age.

EMPLCYMENT DESIRED

. DATE YOU SALARY
POSITION CAN START BESIRED .
IF SO MAY WE INGUIRE g
ARE YOU EMPLOYED NOW? , OF YDUR PSESENT EMPLOYER?
EVER APPLIED TO THIS COMPANY BEFORE? WHERE? WHEN?
EDUCAT o | ooy
NAME AND LOCATION DF SCH SUBJECTS STUDIED
DUCATION IAME ANDL oo Yo | ooovo,
GRAMMAR SCHOOL
HIGH SCHOOL
COLLEGE
TRADE, BU3INESS OR
BEHEREINERR S
GHOOL

*The Age Discriminstion in Employment Act of 1967 prohibits discrimination on the besis of age with respect to individusls who are st least 40 but less
shan 70 years of ege:

GENERAL
SUSJECTS OF SPECIAL STUDY OR RESEARCH WORK

“ILTARY OR PRESEN'T MEMBERSHIP IN
l: KC . SERVICE RANK NATIONAL GUARD OR =ZSERVES
(CDNTINUED ON GTHER SI0E]

BT I8
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" FORMER EMPLOYERS ILiST BELOW LAST FOUR EMPLOYERS, STARTING WITH LAST ONE FIRSTI.

MDNTS:I\'ED YEAR NAME &ND ADDRESS OF EMPLOYER SALARY POSITION REASON FOR LEAVING ’
FROM
T0
FAOM
<0
FAOM
10
FAOM
70

REFERENCES: GIVE THE NAMES OF THREE PERSONS NOT RELATED TO YOU, WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.

—

NAME ADDRESS BUSINESS ACGIARTED
1
2
3

PHYSICAL RECORD:

D2 YOU HAVE ANY PHYSICAL LIM!TATIONS THAT PRECLUDE YOU FROM PERFOAMING AIWY WORK FOR WHICH YOU ARE EING CONSIDERES? oYes ONo

PLEASE DESCRIBE:

- .

NAME AJCAESS PrONE NO

“| CERTIFY THAT THE FACTS “ONTAINEO IN THIS APPLICATION ARE TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE
AND UNDERSiAND THAT, IF .MPLOYED, FALSIFIED STATEMENTS ON THIS APPLICATION SHALL BE GROUNODS FOR DISMISSAL.

| AUTHORIZE INVESTIGATION OF At:. STATEMENTS CONTAINED HEREIN AND THE REFERENCES LISTEO ABOVE TO GIVE YOU ANY
AND ALL INFORMATION CONCERNING MY PREVIOUS EMPLOYMENT AND ANY PERTINENT INFORMATION THEY MAY HAVE,

. FERSONAL OR OTHERW!SE, AND RELEASE ALL PARTIES FROM ALL LIABILITY FOR ANY DAMAGE THAT MAY RESULT FROM
FURNISHING SAME TO YOU.

| UNDERSTAND AND AGREE THAT, IF HIRED, MY EMPLOYMENT IS FOR NO DEFINITE PERIOO AND MAY. REGAROLESS OF THE
CATE OF PAYMENT OF MY WAGES ANOD SALARY, BE TERMINATED AT ANY TIME WITHGUT ANY PRIOR NOTICZ"

N CASE CF
ZI/ERGENCY NOTIEY

Z4LTE SIGNATURE

I

DO NOT WRITE BELOW THIS LINE

INTERVIEWED BY DATE

HIRED: 0 Yes O No POSITION DEPT.

SALARY/WAGE DATE REPORTING TO WORK

ARPEROVED: 1. 2. 3. ‘
EMD SYILENT IMLNEGER DEET HELD GENERLL MIWASER

B e
P
e
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The Employwment Interview

The interview is frequently the most important step in getting a job.
Preparation is needed for the interview and care should be taken that the
first impression you make on the employer is a good one. The interview is
often the best way to find out whether the job meets your needs, and it also
helps the employer dete:mine how well you should be able to perform on the
job.,

Before an employment interview you will probably be asked to fill out
an application form, which will be g.ven to the employer to review before
you are called in.

Directions: Study the following suggestions concerning the employment

interview and discuss with fellow students what you should and should
not do during the interview,

Suggestions for the Employment Interview
1. Be neat, clean, and well groomed. .
2. Go alone and be on time.
3. Take along a copy of your resumé to help you fill out the application
form and for easy reference during the interview. Have a copy for ihe

empleyer if he or she wants one.

4, Greet the employer by name (Mr. or Mrs. ) if possible anc be sure
you can pronounce it correctly.

5. Remain standing until you are invited to sit, then do not slouch.

6. Speak clearly and try not to hesitate when giving information with
which you should obviously n~< fam’liar.

7. Before the interview, learn s much as possible about the organization
where you are seeking employment.

8. C{sress vour qualifications for the job and your interest in it. Try
to sound confident when discussing your qualifications.

9. Be businesslike and brief. Do not discuss your problems or persomal
affairs unless asked.

10. Be attentive and show interest in what the employer has to say.

183
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Directions: Prepare for and role play an employment interview by
doing the followings

1. Preparing a brief job description of the job you will apply
for (or select one you used in an earlier activity).

2. Complete an application form as it relates to this job (or
use the one you completed earlier, if it fits tiis
situation).

3. Form in groups of three to role play the interview. In each
group, one person will play the applicant's role, one the
employer's role, and one the observer's role. Change roles
until everyone has bzen the applicant.

4., Follow the role p'aying instructions given below.

Role Playing the Employment Interview

Applicant's Role

Bring your job description, completed application for.y, and your
resumé to the interview. Allow the emplover time to read and review then.
Your goal in the interview is to find out as much as possible about the
job. You also need to know how the job relates to your values and goals.
Also, you want the employer to sece that you are a qualified and desirable
candidate.

Employer's Role

Read the applicant's job description carefully. You will need to
imagine details about the job and your company to make the situation more
real. Review the applicant's applicacion form and resumé. You want to
find out if the applicant will make a good empioyee. Why does the applicant
want the job? What are the applicant's career goals? How long does he
or she plan to work in this job® Will the applicant work overtime? Is
he or she responsible and punctual?

Observer's Role

Watch the interview carefully. Thirk of ways to improve the interview.
You will be able to express your sugi stions during the discussion after the
role play. Take notes ¢: main points of the discussion.

Afte. each role play, discuss the interview from each point of view.
Use the following questions as a guide.
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a. Employer's point of view. What impression did you get
. from the applicant's application form and resumé? What
did you like about the applicant? What did you dislike?
Bo you have enough information to decide whether to
hire or not to hire the applicant? How could the
intzrvizw be improved?

b. Applicant's point of view. Did you find out what you
wanted to know about the job? Did you tell the
employer what you wanted him or her to know? Would

you accept or refuse the job if it were offered? How

could the interview be improved?

c. Observer's point of view. What was your impression
of the applicant? Wr5 the applicant shy, too confident,
boastful, or poised? How well did the applicant
communicate with words and gestures? Did the employer
and zpplicant get enough information from each other?
What other questions should have besen asked? Can
they make a valid decision? Why or why not?

Throughout the discussion develop a list of '"Do's" and '"Don'ts" for
a iob interview. When the three-member groups regroup as a class, you may
want ¢o combine these lists on the chalkboard.
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ACTIVITY D

Assessing Job-Holding Skills

Introduction

Before you are offered a job, the employer wants to know not only how
well you can do the work but also whether you will perform well in the
employment setting. Some workers who have the skills to perform their
work tasks efficiently lose their jobs because they lack job-holding skills.
Job-helding skills relate in general to the way an emplovee functions in
the work setting and Yow well he or she gets along with fellow workers and
his or her supervisors. Activity D is designed to help you identify and
examine your own job-holding sk:1lls.

Evaluating Your Job-Holding Skills

Job-Holding Skills Checklist.

Directions: Rec'.e your job-holding skills by completing the following -]

186
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JOB HOLDING~SKILLS CHECKLIST

Read each item carefully and place a circle around the letters of the
approprizte response, using the following definitions:

VH

VH

VH

VH

VH

VH

VH

VH

VL

VL

VL

VL

VL

VL

VL

VL

VL

VL

7.

8.

10.

11,

<
=
!

Very High
H - High
Medium

L - Low

Very low

=
1

<
o
1

Punctuality (You arrive at the expected times.)

Attendance (You are rarely absent from work and
then only because of illiiess or emergency.)

Dependability (You do what you say yoa will do and
what is expected of you.)

Independence (You complete your work tasks without
prodding or unnecessary supervision from others.)

Responsibility (You respect and protect the r.ghts
and property of others.)

Enthusiasm (You are interested in your work and take
pride in doing your best.)

Personal appearance and grooming (You are as clean
and neat in appearance as the type ¢ work you do
allows.)

Organizational skills (You have the ability to plan
you work efficiently.)

Empathy (You are understanding of others.)

Social skills (You get along well with ¢ . 'rs,
including coworkers and supervisors.)

Attentiveness (You are a good listener and are
careful to follow directions accur::ely.)

Physical engergy (You can perform your work with a
minimum of physical and mental fatigue.)

137




ASSESSING JO3-HOLDING SKILLS

Review the results of your Job-Holding Skills Checklist. List below what
you consider your strongest an yonr weakest job-holding skills.

Strongest Weakest
1. 1.
2. 2.
3. 3.
4. 4.
‘ 5. 5.
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ACTIVITY K

Planniug for Job Hunting

Intrcduction

Finding a job that fits your qualifications and your occupational
preference is going to take knowledge, skill, a great deal of effort, and
a carefully developed plan of action. In the previous activities, you
have developed job-hunting knowledge and skill. Now is the time to put
these skills into action. )

In Activity A you learned how to find out about available jobs.
In Activity B you learned how to vrepare a resumé. Activity C gave you
ideas on how to make empluyer contacts. Activity D helped you take a
close look at your job-holding skills. The purpose of Activity = is to
help you use what you learned in Activities A through D to develop a plan
that will get you a job that fits your occupational preference.

Developing Your Job-Hunting Plan

" Job hunting will be easier for you if you think tkrough the process
you will follow and then write out a step-by-step plan. This plan can then
be used as a checklist as you prepare for each employer contact and as a
review of what you did if you failed to get a job you applied for.
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JOB-HUNTING PLAN

DirecZions: In the space provided below, list the steps you plan to take
to become employed. Include how and 3ge&e you will seek job openings.
Remember to list the things you itxed to prepare for your contact with
putential -~mployers (resumé, soc:al security information, addresses and
telephone numbers of references, dates.of prior employment, etc.
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